Tib Is 1 

FIVE PHASES OF INSTRUCTIONAL SYSTEMS DEVELOPMENT (ISD) 



THE Fi¥l PHASES ARli 



inpuu, processes, ind outputi in Phase I are aJI based on job infermatjon. An invehiorv of job 
tiiki IS complied and divided mio two groupi: tasks not selected for instruction dn6 t^ks 
selected for instruction, Perfofmance standards for tasks seitcttd for instruction are determined 
by mtefview or ob^rvation at job sites ar^ verifl^ by lubject matter experts. The analysis of 
existtng course documentation is done to determine if ail or portions of the analysis pha^ ^nd 
other pha^s hav^ already b^n done by someone else following the ISD guidelines. As a final 
analysis pha^ step, the list sf Xaski selected for instruction is analyze for the most suiiablt 
instructional serting for each ^ask. 



PHASE I 

ANALYZE 



Btgtrining with Phase II, the ISD model is concerned wtih designing instruction using the job 
PHASE II ^"^'V^'S infofmation from Phase \, The first step is the convtrsion of each task selected for 
_ traming into a lerminil learning objective. Each terminal leirnmg obffctive is then analyzed to 

UEwlwinl ^^etermme ieammg objectives and learning steps necissary for mastery of the termmal learning 

objective Tests ire designed to match the liarning obiectivts. A sample of stydents is tested to 

miuri that their entry behaviors match the level of liirninn analysis. Finally, a sequerice of 

instruction IS designed for the learning objectives. 



The instructiopai developrrient phisa begmi with the classification of learning objectives by 
learning category so as to identify learning gytdelmes necessary for optimum learning to t^e 
PHASE 111 Determining how instryction is to be packaged arid presented to the student is 

_ . — accomplished through a media selection prowss which takes into account such factors as 
0£\/^LOP '^^''"'^9 category and guideline, media characteristics, training setting criteria, and costs. 

Instructional management plans are devflopwi to allocate and manage all resogrces for 
conducting mstfuction. Instructionil materials are selected or developed and tried out. When 
materials have been validated on the basis of empirical data obtained from groups of typical 
students, the course is reidy for implementation. 



Staff training is required for the implementation of the instructional management plan and the 
PHASE IV instruction. Some key personnel muit be trair^ to be managers m the specified management 
plan. The instructional staff must be trained to conduct the instruction and collect evaluative 
data on all of the instructional compor^nts. At the completion of eac^ instructional cycle, 
management staff should be able to wie the collected mformatien to improve the instructional 
system = 



IMPLEMENT 



PHASE V 

CONTROL 



ivalyation and revision of mstruction are carried out by personnel who preferably are neither 
the instructional designers nor the managers of the course ynder study. The first activity 
(internal evaluation} is the vialysis of leirnfr performance in the cour^ to determine instarves 
of deficient or irrelevant instruction. The evaluation team then suggests solutions for the 
problems. In the external evaluation, per^nnel assess job task perfofrnance on the job to 
determine the actual performance of course graduates and other job incumfents. All collected 
data, internal and external, can be u^ed as Quality control on instruction and as inpuf to any 
phase of the systim for revision. 



1.0 



I.I 



]jj|2J 

[2.0 
1,8 



25 



MICROCOPY RESOLUTION TEST CHART 
NATIONAL BUREAU OF STANDAF^D.S 
STANDARD REf^EMENCE MATERIAL IfJinn 



ERIC 



DOCDBinT FSSOIIE 



ED 203 B6B 
TITI f 

INSTITOTIOH 
SPONS AGEMCi 
PEPOPT NO 

PUB DA'rr 

CONTPB CT 
NOTS 



TP 009 i|55 

Schulz,, Russel I.i Farrell, J3ar= R, 

n--} Ma nan^Anl^ for ?h=::?9 IIX^—DF'^et.o^ ^:h"i; 

Instructional Systems Development nodel^ 

Hiim^n Pesources P^seErch Organisation^ Ala-candrT - 

Va, 

Army Research Inst, for the Dehavioral and Social 
Sciences^ Alezanaria, Va, 

DAHC1 9-^79-C-0010 

326p^: Leqibility varies^ For related docuaents, sae 
IF 009 U^-l =U55. 



EDPS PRICE 
DESCRTPTOPS 



ABSTRACT 



HF01/PC14 Plus Pastaae, 

Flo 17 Charts* ^Tnstr uc t iona 1 De velopmen 1 1 ^^Job 
Training: Media SelGctnon: ^Military Training* 
Models: Proaram Valiaation: ^^Systems Approach 
^Instructional Systems Development Model 



Designed to supplemGnt the aescriptive authoring 
flowcharts presentea in a companion volume^ this manual includes 
specific cfuidance^ examples^ and other information referred to in the 
flowcharts for the implementation of the third phase of the 
Instructional Systems Development Model (ISO) , The introductory 
section incluaes aefinitions: desariptions of classification systems 
and flowchart symbols: instructions for using the Job Aid Manu^i: a 
description of the Job Mds Fesource Hanuali an eKplanation of the 
reporting system: information on the use of field surveys and panels: 
and an example of a closea form questionnaire together with the 
procedures for its administration. Activities covered in Phase 
TII--DS7EL0P are (1) specification of learning events/activities^ (21 
specification of instructional maragement plan and delivery system, 
(3) review and selection of existinq materials^ m) development of 
i^^struction, and f5) validation of instruction, (LLS) 



* * * 3fe 3}E ^ ijE ijE * Iff * 3?f ^ * * * Sjf 1^ ^ 

* Reproductions supplied by EDPS are the best that can be made ^ 

* from the original document, ^ 



EKLC 



cc 

CO 

o 



US DE PARTMENT OF HE ALTM 
iDUCATIONi WELFARE 
N/ riOMAL INSTrTUTE OF 
EDUCATION 

T M ! DOC U A»i R N T HAS B i y ^ ^ E P H O ■ 

THE e'iONe Off eeOANl^ATiON QB iGiN = 
T i PiCf '■ T r»rj I T f, OF V ! F v-,' OB 0 F" i N 1 

'-^ ' r r - NOT '-^rrr'^^.Ai^'. f i, i i-t ^ 
M^i?o» f HAT lONAi fh^fifuTi ni 



ArJA088922 



iSEARCH Product 80-18 




Job Aid Manuals for Phase III 
OF THE Instruct I o.HAL 
Systems DEVELOPiMEm" Fodel 



rlAJ^Jpa/JER m Educatiomal Systems Technical Area. 





U. 5. ARMY RESEARCH INSTnuIE 

FOR THE BEHAVIORAL AND S0C5AL SCIEi-JCES 

A rieid Operating Agency under thf JurUdiclion of the 
Deputy Chiff of Staff for Personnel 



FflANKLIN A, HART 

JOSI^PH ZEIDNFR Colone!, US Army 

Technical Director Commander 



RuHuarch accunip 1 i riliL^u under contract 
for ihe DopartmunL ul Clxv Army 

Human Resources Research Organ t t: L on 



NOTIC r 

F i M A L D I SP-Q S 1-X J-Q-N : Thr^ Rcieareh Prsduet m.jy t)C destrnyod whtin it \% no ionqer needed, Plo^se dg nut 
f el urn it to thu U.b. Army Kt: 'inarch lnt,titut«j iih U.s- bufuivtoui .liiu iOLidi 'Lii:i*'nui%. 



NOTE: This Ku.tiflrch Product ',<}i to Be construod an offiCidl Dep^rtmont of \hp. Army document in it'. 



3 



REPORT DOCUMENTATION PAGE 




r ; inn im] f r: i 



'7 ^ H ij noN ^ ^ a ^ s.t 'j f •^,/ ft^,i. 



10. SUPPL ELMKN ^ Any N O f 5: ;/ 



• fnh Aitls 



rCnnffnii* rpver.* V/rf™7/ n«o^s«*rF mni hj^ntifv hv hhu k numOf^rj" — =- 

r \ , I'"' -UHKihi for Hlo.'ks III.l Llinn,.!, Ml 



DD . jSn M 1473 EpfTION OF t MOV I'l. OyKaLt Ti: 



& t- C u R j T y C L A 5 5 i r I CA T f Q Pf Q F T H f fi A d t > P^*^ /? »tTH^( Mf^tf) 
I 



4 



'r\nu OF T w i 



1 L 



ERIC 



5 



1 Ml..' i >;;::ui L 



rU'U rwc.i i on;i 1 

! la'.' 1 . ^ iM 1 aiii-i [ . 

lhI; ia, i [. i on ;i 1 f vcimi 



L I la L 1 p j) I i t.'H to 
! i (iua I s L o iU'\a' I o 



aaaia'ii aiui duvolop 
i 1 i L a fv L ra i n l in; . 
and 1 1 1 i 1 i ;; I.' i na (. r 1 1 



a) riv P fi MM", 



au-arca ; la.'LlLU'L i aiu^ of .i slmMo;'; 
ULiLdaiua* an lIio a j I u: a L 1 tai af lIu' [nj^Lriu^Lia 
Tlu- woia-; va-ia aa ^a j-ip ] f s li! 'd W: Mr. Hussol. i:. Si' 
fln:;i,tn lU.' so 1 1 r i • ••s :u'^a-araal ' )r a aa i :: a f_ 1 on , ^onta^a 
paraotinol o! r|u^ AUl Maiipowor and luhuau ional 
nai ! lai;;, t : M rot.^ rara !a.a; of Train liU' iU'-.a^ 



' ralon . 



^ ro\' ! di'd a;a4 [ s { aa< 



[ ho .oai 1 ! 



liJ voiuino^; at.'riianoa Lo prta/idt' 
H s' L lans i )l' Vl' I opiik'n L mod o I , 
iiu 1 a and Mrs , doaii K . lai i^ra 1 ] , 
No. PAIK;] a=7K = ('^(jf] lo .jj^p 

SvHitans Tachnfaal Art = ,K rt.*raon = 
'-ian L- III V I , iu' ].\au r ^ and V i , 
\ (ai of ( ho wo r !■: . 



U' t.a in i en I • ) i r\'o l o 



i. 1 i 

O 

ERIC 




t III' 



iv 

EKLC 



.1- 1 



A ! ' 



I -1 



■ '8 

o 

ERIC 



JOS MM urn 
m MB iisouacs i&Mmhi 



,9 



ir^TRODUOTSOrJ TO THE USFOF JOSjUPS 

¥/h3T are Joh Aid^? = ^ = . 1 
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Flowchart Manual? ___________________ 
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How Do ! Use the Job Aid Manual and What are the Main Parts of it? ____._. n 

What is the Purpose of the Partial Flowcharts at the Top of Some Pages of the 
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What is the Purpose of the Questions Written in Script That Appsar on Some 

Pages of the Job Aid Manual? _______________ 12 

What is the Purpose of the Completed or Partially Completed Exampjes 

of Worksheets? .__________.______/ 12 

What Does This All Mean and What Do ! Do Now? ._,,____ _ _ . . . 13 



JOB AIDS RESOURCE MAraUAL 

How Can the Resource Manual Help Me? ___________ 10 

What Are Some Sources of Job Sionificant Data? ____________ 17 

Which Sources of Data are Included in the Resource Manual ___________ 17 



C QDAP 

What is CODAP? ..._____________._.___ 

When Should CODAP Reports So Used? _____.___.._. 21 
How are CODAP Reports Obtained? ..,,...__________ 2I 
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' Job Aids are intends to - , stand-alone, st-n^by-stec DroceduraJ ^u;d.. wh-^r 
nop* perrnit you to tum o.^ quaiiry mstructionaj product, ouickiv" 
-nci easily, \ve aJso hoD'a that "hsv '"ilJ --ti:;'!-- .- ... * " 

cxpenence l«vels of the instructional systems Wve'lomriMt'pro^ssr 

job Aids are mtena^d to address real needs, Pnor lu th. deveiooment of t. 
Job Aids. instrLictionaJ technology personnel (individuals like vourself) at th. 
^ni^™^ Army Enpneer School were surveved to 

determine speciuc ISD needs-those areas m which thev had the ^^atc^^ n.-d -Vr 

S^b^e^'"" P--dures for Instructional Systems 



PmPHLET 350^30 ANV JOB AWS? ^ ^^^^^ 

" ™^°n jiv"^;;;^^^ "^^"^ ^"^^ ^^--^ development he 

~ Analyze 
" Design 
— Develop 

Irnplement 
Control 

' reS'fhl K^f'^ ° unfamiliar with TRADOC Pamphlei 350^30 we suggest 

^able 1 S the ¥r tSr P " ° nf PJ"' ^^D process as shown ,n 

laoie 1, In the TRADOC Pamphlet ench t- j phaije is divided into snerific 

° TlJAnnrT'' ^'^"^'"^ ^^"^ three phases of the 

TRADOC Pamphlet (i.e., Anaiyze. Design, a_nd Develop instructional svstem^^ 

Inajy e Job'" '''''' ^^^P* ISD Block U " 
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Table 1 

FIVE PHASES OF INSTRUCTIONAL SYSTEMS DEVELOPMENT (ISD) 




Inpyu, processes, and outputs in Phase I are aJI based on job mformatjon. An invehiory of job 
tilki IS complied and divided into two groupit tasks not selected for instruction dn6 t^ki 
selected for instruction, Parfofmance itandardi for tasks seitcttd for instruction are determined 
by intefview or observation at job sites ar^ venfi^ by subject matter experts. The analysis of 
existing course documentation is done to determine if al! or portions of the analysis pha^ ^nd 
other pha^s hav^ already b^n done by someone else following the ISD guidelines. As a final 
analysis pha^ stf'P, the list Xa^i selected for instruction is analyze for the most suitable 
instructional serting for each i4%k. 



PHASE I 

ANALYZE 



Btgtrining with Phase II, the ISD model is concerned with designing instruction using the job 
PHASE It ^"^'V^'S infofmation from Phase L The first Step li the converiion of each task selected for 
_ iraming into a terminil learning objective= Each terminal leirntng obffctive is then analyzed to 

LJEwiwinl determme ieammg oDjectivei and learning steps necissarv for mastery of the termmal learning 

objective Tests ire designed to match the learning obiectivts. A sample of students is tested to 

iniuri that their entry Dehaviors match the level of Itarnmn analysis. Pinally, a saquerice Of 

instruction IS designed for the learning objectives. 



The instructional development phisa begms with the classification of learning objectives by 
learning category so as to identify learning guidelines necessary for optimum learning to t^e 
PHASE 111 Determining how instruction is to be packaged arid presented to the student is 

_ . — ^cornpiished thfough a media selection prowss which takes into account such factors as 
DEVELOP '^^'""'^9 category and guideline, media characteristics, training setting criteria, and costs. 

instructional managemefit plans are devflopKi to allocate and manage all resources for 
conducting instruction. Instructional matefiaU are selected or developed and tried out. When 
rriaterials have been validated on the basis of empirical data obtained from groups of typical 
students, the course is ready for implementation. 



Staff training is required for the irnplementation of the instructional management plan and the 
PHASE IV instruction. Some key personnel muit be trair^ to be managers in the specified mms^^fn^ni 
plan. The instructional staff must be trained to coriduct the instruction and collect evaluative 
data on all of the instructional compof^nts. At the completion of eac^ instructional cycle, 
management staff should be able to tse the collected information to irnprove the instructional 
system 



IMPLEMENT 



PHASE V 

CONTROL 



ivaluation and revision of mstruction are carried out by personnel who preferably are neither 
the instructional designers nor the managers of the course yndef study. The first activity 
(internal evaluation) is the vialysts of iearnfr performance in the cour^ to determine instarves 
of deficient or irrelevant instruction. The evaluation team then suggests solutions for the 
problems. In the external evaluation, per^nr^l assess job task performance on the job to 
dctermme the actual performance of course graduates and other jOb tncum^nti, All collected 
data, internal and e Jttemal, can be uitd as Quality controi on inftruction and a* input to any 
phas€ of the system for revision. 



Table 2 

ISO BLOCKS IN EACH OF THE FIVE ISO PHASES 

THE BLOC^ IN EACH PHASl ARls 



PHASE 



PHASE II 



PHASE Hi 



PHASE IV 



1.1 

ANALYZE 
JOB 



DEVELOP 
OBJECTIVES 



m 1 

SPfClFY 
LEARNiNQ 
tVlNTS/ 
ACTrviTlES 



m t 

IMPLIMENT 
^ JNSTRUGTIONAL 
MANAGEMf NT 
PLAN 



1.2 

SlLECT 
TASKS* 
FUNCTIONS 



n.2 

DEVELOP 
TESTS 



in .2 

SPECIFY 
INSTRUCTION 
> MANAGEMiNT 
PLAN & 
DELfVlRY 
SYSTiM 



m 2 

CONDUCT 
INSTRUCTION 



► 



1.3 

CONSTRUCT 

joe 

Pf RFORMANCi 
MEASURfS 



1.4 

ANALYZE 
EXISTING 
COURSiS 



I.S 
.SELECT 
INSTRUCTIONAL 
SETTINa 



5 3 

DESGRISE 

ENTRY 

BEHAVIOR 



U 4 

DiTERMlNE 
SEQUENCE Si 
STRUCTURE 



m 3 

REVliW/SELECT 
f XlSTiNG 
MATERIALS 



M 4 

DEVELOP 
INSTRUCTION 



m I 

VALIDATE 
INSTRUCTION 



PHASE V 



E 1 

CONDUCT 
INTERNAL 
EVALUATION 



^2 

CONDUCT 
EXTERNAL 
f VALUATION 



2 3 

REVISE 

SYSTiM 



t ^ 
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Table 3 

OUTCOMES OF ISD BLOCKS 



E OUTCOMES OF THE BLOCKS ARE ^ 

. = a list of tasks performed in a particular job. 
= a list of ta^s elected for trimirg. 

. a job paHormanCf rrieasure for Bach task selictfd for instruction. 
. . an analysis of the job analysis, task salection, and performance measure 
eonstfuction for any exiitirtg instruction to derermme if the^^ courses are 
usable in whole or m part. 

. selection of the inftructional setting for task selected for instruction 

. a learning obient.ve for and a learning andiysis of each task selected for 
in^tfuction. 

. test itemi to measure each learning obiective. 
a test of e try behaviors to see if the original assurnDtions were correct. 
. . the sequencing of all dependent tasks. 

, . the d asiif ication of learning obiectives by learmrig category arid the 
identification of appropriate learning guidelines. 

. the media selections for instructional development and the mstructional 
management plan for conducting the instruction. 

. the analysis of packages of any existing instruction that meets the given 
learning objectives. 

. the development o? mstrucfion for all learning objectives where existing 
materials are not available. 

. field tested and revised instructional materials. 

documents containing information on time, space, student and instructional 
resources, and staff trainea to conduce the instruction. 

. a completed cycle of instructio.i with information needed to improve it for 
the succeeding cycle. 



data on instructional effectiveness. 

data on job performance in the field. 

instructional system revried on basis of empirical data. 



OJHAT SOUnCES OF INFORmWhl OJERE USBV W THE 
VEUBLOmEffr OF JOB AWS? 



Job Aids are not just a re^hash of TRADOC Pamphjet 350-30. We use the 
same classification system for ISD phases and the blocks within the phases 
as does the TRADOC Pamphlet. However, the guidance and infonnation provided 
m the Job Aids come from a variety of sources, the TRADOC Pamphlet being 
only one such source. We have gathered Information from any source that we 
could locate. If the information was judged to be good it was included in the 
Job Aids. In some instances the information in the Job Aid is based solely on the 
educational technology experience of the project staff 

It is not within the scope of this Introduction to list all sources of information 
examined or used in the development of the Job Aids. However, in addition 
to TRADOC Pamphlet 350^30 examples of other sources of information would 
mciude the following types: 

— TRADOC Circuits 

— DA Pamphlets 

— Printed Guidance prepared by TRADOC Scliools (e,g, U.S. Army 
Signal Center) 

— ,^\rmy Research Institute Documents 
^ HumRRO publications 

^ Other military' and civHian agencies 



mAT JOB Alps ARE mBSENTLV AVAILABLE ANV WHAT VO 
THEV CONSIST OF? 

® There are thirteen Job Aids presently available. Each Job Aid is comprised 
of two documents, A brief description of each is prwvided below: (A 
complete description of how to use each is pven on the pages that follow.) 

^ Descriptive A uthoring Flowcha rts, The Descriptive Authoring Flowchart (usually 
refen-ed to as Flowchart Manuals) are the primary docuiiients used in the 
Job Aids. They direct the user to specific pildance, examples and references 
provided in the Job Aid Manuals. 

— Job Aid Manuals. As stat^ above, the Job Aid Manuals provide the specific 
gtudance, examples and references necessary to produce the product specified 
by the ISD Block they cover. In addition, eich Job Aid Manual contains one 
or more Worksheets to use in the development of the product, 

® Another important part of the Job Aids package is of course the document 
you are presently reading, Introduction to the Use of Job Aids and Job 
Aid Resource Manual. 

• T/iP specific Job Aids available are: (Flowchart Manual and Job Aids Manual 
for each), 

— Job Aid for Selecting Tasks for Training (ISD L2) 

— Job Aid for Conducting Task Analysis (ISD L3) 
Job Aid for Analyzing Existing Courses (ISD L4) 

— Job Aid for Selecting Instructional Settings (ISD L5) 

— Job Aid for Developing Objectives (ISD 11. 1) 
^ Job Aid for Developing Tests (ISD IL2) 

— Job Aid for Describing Entry Behavior (ISD IL3) 

— Job Aid for Determining Sequence and Structure (ISD IL4) 

Job Aid for Specifying Learning Events and Activities (ISD IILl) 

Job Aid for Specifying Instructional Management Plan and Deliveiy 
System (ISD 111.2) 

Job Aid for Review and Selection of Existing Materials (ISD 111.3) 

— Job Aid for Developing Instruction (ISD IIL4) 

— Job Aid for Validating Instruction (ISD IIL5) 
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WHAT AkE THE MAIW PARTS OF THE FLOHJCHART mUAL? 

• .Scan through a few pages of your Flowchart Manual. Observe the following: 

- Flowchart symbols used 

- Instructions or questions within the flowchart symbols 

- Supplemental information opposite most of the nowchart symbols 

- Flowchart block and page numberinf system 

• For a complete description of each of the main parts of the Flowchart Manual 
see the pages that follow. 



WHAT FLOWCHART SYMBOLS ARE USBV IW THE FLOWCHART MAWUALf 



* Fiowchart Symbols 

— Only five symbcils are used in the Fiowchart Manual, These symbols and the 
instructions within them act as a road map to lead you step-by'Step through 
the process of developing your particular product. We believe that after you 
have gotten used to using the Flowchart Manual you wiU find it a ve^ useful 
control docunient. The five symbols used are as follows: 



Start-Stop Symbol — Indicates either the start or stop 
of the activities called for in the 
Flowchart Manual. 




Decision Symbol — Indicates that you must make a 
decision at this point which will 
determine the path that you take 
thru the Flowchait Manual. 



Manual Symbol 



Indicates that you Bra to refer to 
the Job Aid Manual for specific 
additional fuidance or instruction 
shown in the symbol. 



Recttngli Symbol — Indicates an activity that must be 
performed but does not require 
specific additional fuidance or 
instruction in the Job Aid Manual. 
(In some c^es the user is given 
the option of going to the Job 
Aid Manual to see a completed 
example of the activity called for 
in the rectangle symbol). 




Go To Symbol 



Indicates a branch to some other 
flowchart block. The branch will 
either be to a previously encountered 
block or vnll jump you over blocks 
that can be omitt^. 
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o'L a«MtTtf f Sy-bol contains a brief statement 

(rem^ber elh fnh 1 H f f Worksheet will be identified 

alw^f Sl^n^a qu's^S ^haf T °' Worksheets), Decision blocks 

branch youTake h H m ""'^''^ « °^ "° "'s^"- The 

rancn you take after the decision block will depend upon your answer. 
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WHAT IS THE PURPOSE OF THE SUVPLEhmNTAL imRUATIOM 
FTlOyiVEV rW the PLOmHART mmAL? 



• The supplemental information that is located beside most of the flowchart symbols 
sBryen the following purposes; 

^ Provides a more complete description of the steps or activities that must be 
performed in the ISD Block you are working in than dofts the flowchart itself, 

— Refers you to specific pages within the Job Aid Manual for specific guidance, 
examples and references needed for completing the activity called for in the 
flowchart block. (This is associated with the Manual symboL) 

— ^ For some flowchart blocks (rectangle symbol) examples of the compieted activity 
are shown in the Job Aid Manual, The supplemental information indicates the 
specific page in the Job Aid Manual containing the example. However, the user 
has the option of going to the Job Aid Manual to ^e the example. (The Manual 
symbol, on the other hand, requires the user to go to the Job Aid Manual.) 



= Acts as an executive summary^ which will allow commanders and supervisors to 
obtain a picture of the activities required by the Job Aid without reading the 
entire Job Aid Manual. 



WHAT IS THE FLOWCHART BLOCK AhlV PAGE NUmERim SVSTcM? 

* The finwchart block and page numbering system is as follows: 

^ Flowchart blocks are numbered so that they can be easily referred to, 

" The page numbers in each of the 13 Flowchart Manu^ are preceded by an 
identifying letter unique to a specific ISD Block. (E.g., The Flowchart Manual 
pages for ISD Block 1.2 go from A-1 to A=15 whereas for ISD Block L3 the 
Flowchart Manual pages go from B-1 to B-15,) This same page numbering system 
is also used in the Job Aid Manuals. 




HOW VO 1 USE THE JOB AW MAWU4L ANV OJHAT ARE THE 
iVWiW PARTS OF IT? 

• It U unlikely that you will need to refer to every page in the Job 4id Manual 
As previously stated, the Job Aid Manuals are used as supplements to the Fiow- 
chart Manuals that direct you to specific pages within the Job Aid Manuals 
Therefore, DO NOT ATTEMPT TO USE THE JOB AID MANUALS INDEPENDENTLY 
OF THE FLOWCHART MANUALS. 

• Scan through a few pages of your Job Aid Manual. Observe the following: 

— Partial flowcharts shown at the top of pages 

— Questions written in script that appear on most pages 

— Completed, or partially completed examples of Worksheets 



WAT IS THE PURPOSE OF THE PARTIAL FLOWCHARTS AT THE 
TOP OF SOm PAGES OF THE JOB AW MAMUAL? 

• When you are referted to the Job Aid Manual you will find a partial flowchart at 
the top of the Job Aid Manual page. You are to remain working with the Job 
Aid Manual until you come to another partial flowchart. Then return to the 
Flowchart Manual. 

• The partial flowcharts are identical to those shown in the Flowchart Manual 
They serve as an additional reminder of the activity being dealt with at the 
moment. 
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WHAT W THE PURPOSE OF THE QUESTIONS miTTEN W SCRIPT 
THAT APPEAR ON SOm PAGES OF THE JOB AW MANUALf 



• The questions written in script are our v/ay of telling you what follows. They 
highlight such things as: 

The purpose of performing a certain activity 

— How the acti\dty is performed 

— What sources are available for performing the activity and how good they are 
What the Worksheet looks like after the activity is performed 



WHAT IS THE PURPOSE OF THE COMPLETEV OR PARTJALLV 
COMPLETEV EmiPLES OF WORKSHEETS? 

• As previously stated, ever>^ Job Aid Manual uses one or more Worksheets 
(located in a pocket at the back ot the Manual). Ihe Worksheets permit you to 
produce (and document) the product caJled for in the ISD Block. 

• Whenever you are required to make an entry on a Worksheet an example of that 
type of entry will be shown in the Job Aid Manual and will usually be circled so 
as to make it stand out. It is hoped that these examples will give you a clear ide 
of what is required on the Worksheet. 



2^ 
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O/WAT VOBS THIS ALL MEAhl AHV WHAT W I VO NOlu? 

• In this Introduction we have attempted to explain the toliDwing; 

— What Job Aids are 

- The classification system (iSD Phases and Block.) u.^d in the Job Aids 

- Sources of information i^ed in the development of Job Awls 

— Job Aids presently available 

^ A description of Flowchart Manuals 
" A description of Job Aid Manuals 

* Pi ^^l"!!".?^- " ^ ^deqmte understanding of the above return to the 
^^ffiu^ You wai be referred to sp^.f.c pa,es m ihf^~r 
Mamial (the remainder of this document) as you need the infnnnation contained 
m them. Do nm attempt to read the Resource ManuaJ now; contained 



RETURN TO THE FLOWCHART MAISJUAL 



NOW 
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JOB AIDS RESOURCE MANUAL 



15 



HOOJ CAN THE RESOURCE m UAL HELP ME? 

h^Ji!^T-f ""^"^ i" the formation of a data- 

based system for decision making in the Analysis Phase of the Instructional Systems 

^ne^t"^' r '° "^"^^ ^''J^^*'- decisions based on ^.ticn 

and needs in the field, you must collect, orfanize. analyze, and document job signiflcan" 
data (mformauon). Such data includes many specifics under the broad cat^^^So 
job background data., target population data, and critical task data. The specifications 

^ "Jn^sS'San °' ^"^ 
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There are many sources of d::.ta to support a job anaJysiB. 

These sources include such things as: 
^ Technical Manuals 

Field Majiuals 
o Army Pwtguktions 
^ Circulars and Phamplets 
s Pror^^ams of Instruction 

Soldier*s Manuals 

Previous Task Lists 
- DQcumenLatu from the Syataujs Engineenng El^i 

o Reports from outside agencies, i.e., Army Research Institute, HumRRO, 
and other military and civiiian research orga -Miom 

o Internal Research Reports 

o Tables of Organi^ati^.. and Equipment and Tables of Distribution and 
Allowances 

o Civilian Publications (technical jourr; 'p> and professional publications) 

© Equipment Modification Work Ordc 

o CODAP (Cornprehensive Occupational Data Analysis Prograrns) 

o Field Surveys 

e Panels of Experts 



miCH SOURCES OF VATA ARE WCLLWEV IW THE RESOURCE 
l^iANUAL? 

Each of the sources listed is useful for fulfilling specific nesdn ' ^ the Analysis Phase 
of ISD, The Job Analysis Plan should specify exactly which items oi data will be needed 
and the recommended source<s) for each item In this way all the data can be accessed and 
ready for use as soon as it is needed. The last three sources on the list, CODAP, Field 
Surveys, and Consensus Groups or Panels, are frequently cited in .the Job Aids for 
specific items of information. How to use these sources is the subject of this manual. 
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ERIC 



::..^dt'c: ut job and :a>k anaiy^i:;, liv- D-pury Chw^f of ?tnfr :-r Pt^rsonnvi ii^? ^riecUHi ih^' 
nrrupaiiunal sun't^y qut^^:ionnair(:^ for liuta coliecLion and CXJi.jAP Coniurehi^n>ive 
O.-'UiJanonai D^Ui Annlysi? Prosram^s svFiem for prorj/Hc-HV' . reportinc, and anal^ 

yiiinc :hi^ data, Tht^ -nmbinauon of questionnaire and CODAP is currc?ntly hymu^u^^eU by 
ail i: -■ l\5. Armuci Forca^s :o ^ufn.)ari iheir occupationa] sun'ey and job anaiysis efforts. 
Thi^ automated data ^y^iom provider information m ^^uch ^^reas as; duties and task:^ 
;HirfQrmed by job and duty incumbents; tyvQS of equipment, tools, and vehicles us^d 
.;.nd mainiained; special skills and knowledge which muat be met by job incumbents: 
jualuy and quantity of trainmi: received or required: pnvhical and mental demands: and 
3:> .::al itv»ms r^^'naimn^i lo :')-^rsonal and ioh bar/htirounu informrition , work environme:-/ . 
anc: ice. ^aujb-'^" 
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^VrtnW SHOULV COVAP l?E?OriS EE UStV? 

Wht-nevor data has already been Drep-^d bv COD ■ P r < > ■ 
to school conducted sun-evs in orde- tn , " "^''"^ prefeencp 

eapnb:Hty of supplym, air.:oi -2^' "' ^^^^"^ C:ODAP has :h. 
school to initiallv provide the 4m v o - , f responsmility of each Army sen-ico 
hove to supply you, jJ^l^W^^L^'^t^^T:] ^"""T '"P"^ " 

allows sufficient ume to access the'nece^:^!"^" ' P'^ -h,ch 

penom^ed .n each duty pSu^n^^ ^ cStm"^'"" -formation a.: tasks 

of soldiers m the skill avl] pe4mt;°!,S, f f'f ^'OS'- percentap, 

h.Hty of emergency perfomianCM a^k "ff fSuM iepora""" ^^^""^"^^""^ P^^^a- 



WW ARE C£MP REPORT^S CJBUlA/EPf 

4°:^Ln ^ ch^. w.ch yo. s.per.sor to s. . 

Conimander 

US Army Militan' Personnel Center 
ATTN: DAPC^MSP^D 
2641 Eisenhower Avenue 
Alexandria, VA 22311 



or call; 



325^9272/9493 (AUTOVOn: 001 .oo-n ^q- 

lead n^n^om^::::^.!^^,^^ The necessary 

ha. not yet collect«l l" rrecoLend^ .h T ^formation which COiSp 

tionaj Su^rvev ProBra;^? ' ' ^=="P3^"'"^1 Data Bank, and the US Amy Occupa 



•Keep m mind thru these otrconiiiiit^^ u ^ 



^•1 
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JHAT IS 4. FORS^M FIE.T SUWJE'^ 

A formal u^HQ mn'ny .irniiar to 



^n. Army Orcupationai yur^-.v Pro^rV ^ - ^'^'7-"':^"^- -ondu,:.-d hy 

r'-'onn.i v.-uhin an Aray sennce ,chooi, ' ^-^n^^u^-e- ny :nctruct!onal d.vdonn-nt 

fveiy low cosL. Quesnonna,=-.s raii h.1S"^"^ -lormatmn cm be collwt^d at a r.la- 

and retum them, or th.v ,e "r^n " -° ^^^^^ ^° 
-o- bv local p.„onnoi wh^ n L:^" °' ^ '-"^ a.d.or sup.r- 

queaionnaires or. completed and retu™:d autnuniy to make sure all 



FL;aw\L ricLy SLiT^L-'EKS BE USEV? 



:.nnarsurv';^"p;;;^,,„^ J;!" 1^"^^ information from th. Amn- Occur,.. 

=un.y. a.0 .u,«e.t.d as .n altSa;; ;:;^;:^:;:;^^ S^^I^O '^""'^ ^'^'^ 
to conduct a lormal field sur.-.v n.r-- -r '^h, " ^"'^'^ ^"'^ ^''^ ^i^'^'^' 

accordance wuh tho ..nddm.;;n AR Inn" " ^^^^-^^^^n from MILPERCEN m 



HOb' IS A ?lEIV SilZVEV QUtSriOmjRB VESJCMEV? 

I y o w s o 1 Q u 2 I o n n 3 1 r c 3 

Theft' are two types of questionnaires, the dosed form and the open iomi. We 
sugpest usmc the closed form, which contains a liit of possible items to be selected or 
olaiiks to be fillec: a with words or numbers. (For an example of a closed form que^- 
uionnaixe. see Appended A.) This form has several advantages o%'er the other ^itemative, 
the open forTn. It is likely to take a minimum ainount of time to fill out, thus incrGasing 
the chances that, it will be completed and ret'omed. The process of tabulatmg and sum = 
marizmg responses is simpler and less time consuming thaii with an open fonn questionnaire. 
Machine tabulation and computer analysis of the complete forms are practical when a 
i-ia'jje numbei' oi quesuonniures is u^eu. 

A properly designed closed form questionnaire is difficult to prepoje. The designer 
musE be sure to include all possible r."s.^onses expected from any of the soldiers who 
smU com.piete the question noire. The it eras must be constructed on the form so that 
they ciearly communicate to the user exactly what the desifiner is trying to ask. The 
peatest smple problem with research methods is improperly worded questionnBire^, as they 
r'/rc^ducv iaUitj'' data, \i %'ou iiiteiid tO LiGjii^n ycJL=i O'^Tn q ucStiOiint^ii L'-i-j .^u^^c^ --■ >^ cG--i.5i-ii5.' 
uig the follov/ing guides: 

Morsh, J.E. and Archer. W.B. Prf^redurai guide for conducting occupational 
survGys m the United States Air Force (PRL-TR-674. 1 Lackland Air 
Force Base, Texas: Personnel R.esearch Laboratory, Aerospace Medical 
Division, Air Force Systems Command, September 1967. 

Jacobs, T,0. Developing questionnaire items: how to do it welL. Human 
Resource.^ Research Organization (HumRRO), 300 North Washington Street, 
Alexandna, Virginia 22314, 
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-h.. deuil, of tne forms you u.. wHl d = i,rmmed bv: 

1. ho^v you u-ul tabuht, and summari=, -he renuU,, a^i. 
what information you v/ish to coliect. 

Hou- you will tabulate and aummmze r,^,uh. .--ii v- m 
nave available a comouter and o-her Tu^l'" . u ' by whether you 

Should consider the total data requir^m^t" foMhe t^^^'^^J '° you 

data requirements should ba p^ed^tii;^ S ^^^^ ! development proca^. iha^e 

-tion . possible ca„ b« ob^in..1n"r"^;^ ^I^^^Sl^u^^So^" =^ 

the - ^^--id ^..o 

ran be completed twc. hours oi^t^ o , '^""'^ t^^.y' 

task inventors- u lo list all ..-^ undp-fh;,:^ °" ^ comolex 

permit the soldier to raSE^'n' '^"^^ P-'^-n title. Th. 

ceed to the next duty position ' Performed and then pro^ 



WHAT TVPE OF INSTUUCTiOh'- r:np pnup,r~r.,.r um 

After the formal field sur%-ev quenionm^rr.- h-.,. k 
completmB and administering the JLe^^^^^h'^lJ'^ instructions for 

should include: questionnaires should be prepared. These mstrucf.ons 



>''or the user 



■ ail introduction explaining the purDose and 
miportance of participating m the field survey. 

|pnera] instructions explainmR how the questionnaire 

IS to be completed. '^au^. 



^ For the project officer ^ general instructions regarding responsibilities. 



\on questionnaire is 
H seif^adminlstered j 



specific instructions for administering the ou-s- 
tionnaire m a controlled environment. 



For examples of these types of instructions, see Appendix B. 
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su^-EV SAhiPLB selected: 



You are now ready to i^?lect or>:ani::ation. nd individual to pro^'ido you "4th the 
needed joij Uaia= i hu corriplexicy of r.hti MUd, ihe av'ailJibil;: y and quaJiiy of publishtrd 
source's of job information, and nu.nhor of people in th& particuiar job will determine 
how much aiid what kinds of information you nti#d to collect. This will strongly 
influence the make-up and size of your sample. If the cGmplexity and amount of requireci 
data are ^eat, the number of orgari.aations and mdividuals interviewed will increase. As 
a feneral rule-, youi sun'ey sample should be as large as possible. This is particuiajly true 
ii you do not have personnel available with the responsibility and authonty - i assure that 
most of your questionnaires v/iil be completed. You should make an attemu o obtain a 
sample that re resents th^ distnbution of indivaduaU iJi the MOS according lo command 
and le^n^L fi^Me'-v of ner^onnel records^ either nnrsonnol eri^^- ' nK'^n^Ts f^f 
your job analysis leani, or your field representatives who vvill cone' ji the purvey will be 
required lo ODiain dsca upon \vhich to base ciioices for your nurv^ey. 

" In N-lectmc L'NITS for sampling;, you should select units that: 

1. nave at least a small number of job holders and supervisors who do tlie 
particular job to be analyzed. Preferably, you should choose some units 

large nimibers= 

2. nre geofiraphically and envirr nmentally representative. 

o In iclecting INDIVIDUALS within the units, you should select a ^roup miade up 
of individuals who: 

1. perform and superva^se the job being anaJyzed 

2. perform with average satisf acton/ proficiency 

d are representative in terms of length of time on the job 
4. are representative in t-erTTis of training. 

For certain types of information you will also want to choose at least a few job holders or 
supervasors who aje acknowdedged experts at the job. 



27 



HOW IS A QUBSTiCimjRE SURiJEY CONVUCTEVf 



1 rlDl Run (Vciidsticn !n::tnjm:nt:) 

Before sending out the tota^ number of questionnaires you intend usinf^, vou may 
wish to sand out a small number. This will psrmit you to check the initial results End 
possibly make some changes in ycur questionnaires or instructions. Then you will .^nd 
out what you hope will be the total number of questionnaires required. 



o Group Administrsticn 

ui^ meai way to zdminisier que^Ljonnairc:? is poup administmtion. Where the 
local responsible official and his asslstoiits sch-nule the administration he should do 

the :Oi]o"1nc: 

— Make certain that only dibble individuals are saated in the administration area 

— Read the administrative instructions 

Provide any nocc.j:.iry assistance in compieang ire quesdonnaires 
Return the completad questionnaires to the school 



o Individual Administration 



Often, particularly with individuals at remote stations, poup administration Is 
impractical. In these eases, it is somttiraes affective to sand the questionnaires to a 
responsible officer and request that they bt returned by a ra^onable suspense date 
Careful attention should be paid to the instructions for administotion or self^ 
administration. If your command has no authority to require that a suspense date 
be met, then you must either obtain the concurrence of a command with that 
authority, or be willing to accept a reduced percentage return. 



© Return of Questionnaire 

How much confidence can you have in the validity of your questionnaire if you 
get less than a 100 percent return? Less and less confide ice can be expected with each 
reduction in the percentage returned. What can you do you are not satisfied with the 
percentage of returns of the questionnaires? We suggest you ^ the following; 

1) Send out more forms to different people anu hope for bettar results, 

2) Recontect Mime of the first sample and try to encoujrage them to return 
the questionnaires, 

6) Visit a random sample of those who did not lespond and compare their 
forced responses with the voluntary responses. Then you and your super- 
viBOi^ will have to decide how much chance you are willing to take that 
the data you have received pre^nts a sufficiently accurate picture of the 

job as it really exists. 
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WHAT IS A PANEL Ot EXPEr^S? 

vAv.'. :nis metnod a group of personnei, seiecied for thsir experiance and knowled?ie 
of the job, IS brcught tofether to confer about the required job analysis data. Panels may 
hi made up of one or more of the following types of membsrs: 

1 / Subject Matter Experts (SMEs ) 

Thes-t are psrsonnel found at your school who are acknowleu 1 expsrts 
m the tasks, duty positions or MOS you are analyzing. They mav be 
found among instructors or ISD personnel who hold the MOS. SMEs 
may or may not have had recent field experience, 

2) Job Incumbents 

This group includss those -ho ; re pT^zmily holding the jobs/perioinuns 
the tasks/ you are interested in, or who have recently held the jobs. The 
more recent the better. More than three years av;ay from the field would 
disqualify a potential panel member. 

0 ' JoD Supgrvisors 

This poup includes those who are presently or have recently (within the 
past three years) superviEed soldiers in the jobs/t-sks you are interested in. 

Job incumbents and job supsrvisors rnay be found on the post %vhere your school is 
located or at other locations. Check thL^ TOEs and TOAs to find out where personnel 
may be assigned. VVnile personne; assigned to your post are moit conveniently aBsembled, 
they may not be completely revK^santative of job incumoents/super/isors semng in other' 
locations. Also, they prob^j.iy have been heavily burdened by school sun/eys, panels, etc., 
already due to their proKir;uty to the school Therefore, personnel from other locations 
may have to be used. 
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WWtW IS A PANEL USEV? 



Panels of sKpem are a good aJDjrnat!? -inLa source '.vh 



— CODAP is not available 

= time and funds are inadequata for conductins a field sim^ey 

= the type of information required can be reliably provided by a small -rour 



Wffe^/ Ai^E SUBJECT MATTSi? FXPE??r^ (W?^')? 

'S;!'^" ' expenenced personnel is brought tor^eth^r to 

col^in^lcS^Ija^' '''''^ ^"^^ '"^t^^d particularly useful m 

collecting job data on new jobs or on managerial and supervisorv jobs wh^re manv 

most cntical behaviors art not directly observable. Since t!.; rn'mbis of of 
SMEs a« experts m the MOS being analyzed, their collective effortlho^ ll dS^f 
about the requirements of th^ inh t.. .t^^^^i .u^^^i-^ ^"^^'^^ uecisions 

Sher^'""°" ^^'^ '^^^ ^^^^ '^-^ collected from cS^Jo^i by" ' 



WWHW ARE RECBhJT JOB WCUmEMTS ANV/On SUPBRVlSOm USEV? 

With this method, a poup of job incumbent.^ job suDemsors. or a nomh^..t^on of 
u «e, IS Drought together to provide information about their jobs The prima^lunrt^L 
of thjs type of panel is to provide inforn^ation about their jobs, not to .IS^^^"n 
Another name for this type of panel is Consensus Group. ^aKe decis,.n.. 



HOW IS A PANEL ASSEmLEVf 



panel i^ a relatively inexpensive and easy approach to collecting data Three to 
seven persons is the number recommended to make up the panel Whenever Dos'ibr vL 
^ members to be representative of different ^catiL ^d^p^^S^ij^" 

^ews be balanced by those of persons serving presently or recently in the field If all of 
the panel members come from schools, there may be a tendency f^r the outeome t^ eflect 
what exists m training rather than what actually exists on the job 



on 
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JOi INViNTORY 

IDUTV TASK LIST) 


AF^ 


7 of 
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1 Pwch tnki tou perform flow ( 










2, Add ttfkt you d@ now wfii^ irt noi hit^ 

3 in tht "Tim* ton!" CQiumn. rite tf*trt*d f^^siki x,^ time wtnt m yogr pr^n! job 








Tim ^mt 

i ^ VERy MUCH BILOW *V|R*Gi i - AIOUT AVirtAGi 7 . 
1 - BELOW *Vi«AQi 1 ^ iLIGNTL¥ APOVE AVERi^Gl 
3 ^ SLIGMTLV ilLOW AVERAGi g = AlOVi AVERAGE 


ViR¥ MUCH ASOVE 
AVlRAQE 


a 


FlTTJNG AND MAfNTAlNiNG LIFi RAPTS AND PRiSERViRS 








CHICK IF 
DONE IN 
PRESENT 
JOB 


TIME S^iNT 
POINO THESE 

TASKS IN 
PRESENT JOi 


1. 








4S 






2. 


den tifv rstti 
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2 


Ga*iaH«fl non-rionf^W or lift ^ei^^»i 
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4. 








4S 






i. 


(n^Et lift pfiiarMtfi 






4£ 






e. 


triprri tifi riffr iiiiiiiHiniii 






4? 






7, 








4i 














m 






1. 


M«M Mftr^ on or nvH Lit* Wrmttvmt D&u lenfra <AFT© f^m 4ai} 
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M«A« HfiriH en er PfiigiiMi itqesisi Oh mmmorn farfm (AFTQ Fern 
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Mmu ««ttw en ^ rwM Lift Rjh liwEiiefi Rsfri fsmw UFTO Form 33?i 
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Ma ■mrin oii er rvmw Ut^ C«njf ^lofi Uem lem lAFTO Fom I7> 
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^Kk iitv piM! WM i 
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^•rferm fyr^^^j tMB ef Ills ^i»«w<b 
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Nrffirm timaiotmi 9«b iift rats 
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Fflff orfn mflHtpn usi sf iffi pfwmirpii 
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Pwlyiffl iaHhi^ bhi el iHt r|fti 
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JOS IfyVENTORY 

IDUTY TASK LIST) 



1 Qifck liiki you ptf fo#m T^09^ ( 



Tims $Qmt See^ 

! ^ VERY MUCH iCLOWAViRAGi 4 ^ AiQUTAVlRAQI 

? BELOW AvlRAGi s . iLfOMTLy AiO^I AWERAGI 

3 ^ SLIGHTLY ■iLQWAyERAGI fi . AfOVI AviRAGE 



7 ^ VER¥ MUCH ApOVi 
AVIRAGE 



FirriNQ ANP MAINTAiNINO UFi RAFTS AND WEIiRViRS ie^TiNUtSI 



1 DON! IN 
I PfllSiNT 
JDS 



21. RflfiUCQjcyli 



I fsf Hit, rifiti, 9 irnDncTion 



TIME ^ENT 
QOmQ TNiii 

TAJKS IN 
^ iff NT J€i 



Appendix B 



ADMINISTRATIVE PROCEDURES 



CLOSED FORM QUESTIONNAIRE 



Introduction (for usar of qutstiannaire) 

General Instructions (for Ustr of questiannaire) 

Genaral Inr&uotlons (for project offiwr) 

Speoifie Instructions for Administering Questionnaire 
(for projict offi^r whan queftlonniirt is administired 
in a controlled anvironment. 
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TO: USER OF QUESTIOMNAIRE 



INTRODUCTION 



TO THE NONCOMMISSIONED OFFICER: 

This questionnaire is part of a field survey designed to identify tasks for milii.iry 
police training. Its specific purpoie is to obtain from you, the Noncommissioned Office 
inlormation on task criticaMty and frequency of performance. Feedback gained from 
this questionnaire will play a major part in redesifning the Noncommissioned Officer 
Advanced Education Syitem. The ultimate goal is to design tradning so that iit reflects 
what we have learned from you in the field. This goal is possible only with your fuU 
cooperation. Consider each task listed in this questiormaire carefully and give\ your best 
response. Your contribution is essential to a successfuJ survey. 



\ 



TO: USiR OF QUESTIONNAIRE 



GENERAL INSTRUCTIONS 



Complete this survey questionnaire within the time speeified by your unit project 
officer and return it to him upon completion, 

Because instructions for completing each part of this survey questionnaire are 
different, read aU instructions carefully. 

Part II rtquites that you supply biopaphical information. This information will 1m 
used to correlate feedback received from the field. Print all answers in the spaces 
provided on the appropriate survey questionnaire page. 

In the upper right comer of each page of Part III. Task Inventory, of this survey 
questionnaire is a BOOKLET NUMBER block. Immediately to the left of this 
block is the individual booklet number. Print the individual booklet number in the 
BOOKLET NUMBER block on each page of the Task Inventory as demonstrated in 
the example. 



EXAMPLe: 



(000345) 





BOOKLiT NUMBER 




0 


1 


2 


1 




1 6 


7 


a 


9 




0 


1 


2 


3 




1 6 


7 


8 


9 




0 


1 


2 


3 


4 1 


i 6 


7 


8 


9 



5. 



Part III, Tajk Inventory, is divided into nine (9) sepMmte sections (Sectiom MX). 
The content of these sections concems tasks you may perform in your present duty 
asaipiment. You are asked to rate each teak in accordance with three criteria » 
frequency of task performance, imm^iacy of task performance, and importmce of 
task to mission success. 



Base all selections on your experience in your present duty aMipiment. 

a. Column A requires that you rate how often you perform each task on a scale 
from one to four. The criterion for this ratin| is the frequency of t^k per- 
formance. Those t^ks performed most frequently wiU normally be med four 
while those t^ks not perfomed at all wiU be rated one. 



/ 



b. Column B requires that you deteraine how soon you must be capable of per* 
forming each task after reporting to your present duty ^signment. The cti- 
terion for this rating ij the imm^iacy of task performance. Of the four 
posiible responses, select the one most nearly describing your requirements* 
Select response number four for those taiks which you must be capable of 
perfonning immediately upon reporting for duty. Select respond number one 
for those tasks which you never perform. 

Column C requires that you describe, in your opmion, how importmt each 
t^k is to mission success. The criterion for this ratmg is the importance of 
the task to the accomplishment of the unit mission. Those tasks that, in 
your opinion, are most importmt to mission success will be rated four while 
those tasks that you consider least important will be rated one . 

6, After selecting, enter your responses for each task, using either a pen or pencil, in 
the answer portion adjacent to the appropriate task statement as demonstrated In 
the example. 

EXAMPLE : The task PREPARE CORRESPONDENCE , if rated as perfomed 

FREQUENTLY in Column A, identified as must be capable of performing 
IMMEDIATELY in Column B, and determined by you to be MOST 
IMPORTANT in Column C* would be entered in the answer portion, as 
shown below, 



PREPARE CORRESPONDENCE 1 



I 



4 

I 



After each section of Part III, Task Inventory, is a Write4n Section. These write-in 
sections are provided in order that you may comment on each task inventory section, 
or list any task(s) you think should be included m the Task Inventory. These sections 
also allow you to comment on those tasks that you find are the most difficult for 
yuu to perform. 
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TO: PROJECT OFFICER 



GENERAL INSTRUCTIONS FOR PROJECT OFFICER 

1, General. The Military- Police School is currently involved in redesigning basic 

militar>' police trajning to produce military poUcemen better equipped to perform 
when they reach the unit. The emphasis is toward trainmg replacements in tasks 
actually being performed in the field. The questionnaires in this packet are designed 
to identify those tasks, 

The care with which you, the project officer, administer the questionnaires will 
determine the accuracy of field feedbacK and, consequently, the success or failure 
of this project. 

' Sur\'ey Packet Contents . 

a. Questionnaire 

b. Supervisor Questionnaire 

c. Project Officer Instructions 

d. .Answer Sheets for Questionnaire 

e. Pencils for use on answer sheets. 

3. Responsibilities , 

a. Unit Commander . The unit commander is requested to appoint a project officer 
and to monitor administration of the survey. 

b. Project Officer. The project officer is responsible for the control and handling 
of questionnaires, for the administration of the questionnaires, and for returning 
completed md unused questionnaires to the Military Police School. 

Questionnaire Administrator. The project officer may appoint someone to 
administer the questionnaire, if necessary. Normally, however, it is recom- 
mended that the project officer administer the questionnaire himself. 

4. About the Questionna ires. 

a. Questionnaire. This questionnaire is designed to identify tasks beinf performed 
by mihtary policemen in the field and the frequency with which each task 
is performed. 

^- Supervisor Questionnaire. The supervisor questionnaire is programmed to pro- 
vide feedback on task criticality, probability of definiint performance, and the 
frequency with which each task is performed. 



5. 



Who Takes The Questionnaire. The project officer is responsible for selecting 
mdividuaJs to teke the questionnaires (respondentj) within their units. Those 
selected must meet the requirements listed below: 

a. The questionnaire respondent must: 

(1) Be in an M.P. duty assignment {actually perforniing M,F. duties) 

(2) Have been on the job at least 90 days 

b. The respondent to the Supervisor Questionnaire must: 

(1) Command or su^mse M.P. personnel 

(2) Have been in a command or supervisory position in the unit for 90 days, 
(Assign questionnaires proportionately among officers and NCO's.) 

6, Questionnaije Administration . 

a. Questionnaire. The questionnaire will be administered in a controlled environ^ 
ment. Persons participating In the survey will be allowed two hours to complete 
the questionnaire and will turn the questionnaire and answer sheets in to the 
questionnaire administrator prijr to leaving the survey area. Individual question- 
naires and their accompanying answer sheets will be kept together. 

See attached item for the procedure to be followed in administering the 
questionnaire, 

Supervisor Questionnaire . Supervisors selected as respondents for this ques* 
tionnaire will be allQwed to sign for the quescionnaire and take it with them. 
They will complete the questionnaire and return it to the project officer within 
a time frame he specifies. This time frame must be compatible with the 
suspense date to the Military Police School, 

Questionnai re Handling . Questionnaires and answer sheets become FOR OFFICIAL 
USE ONLY when completed. For ease of accounting, each questionnaire and its" 
accompanying answer sheets are numbered. All questionnaires must be returned to 
the Military Police School whether they are used or not. Instructions for returning 
the questionnaires to the Military Police School are contain id in the basic letter. 
If you have any problems or questions, contact (NOT^^ Give name or names, 
address, and telephone number). 
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: PROJECT OFFICER ADMINISTERING OUESTIONNAIRE IN A CONTROLLED 
ENVIRONMENT -Mww.Miriuui.tu 



A-l. 



ADMINISTERING THE QUESTIONNAIRE 

Preparation. A classroom or trainini room equipped with desks will provide the 
most Idea] site for administerini the questionnaire. Questionnaires, answer sheets 
and two electrographic pencils should be issued to participant after eve^one who 
IS to take the questionnaire has arrived. This ensures that eve^one starts tofether 



.4-2, InstructionE, 



a. 



b. 



The questionnaire administrator wiU present the following instructions. 
"Is there anyone here who is not working in an M.P. duty position? Is there 
anyone here who has not been assifned to their present duties at leaat 90 days'? 
If so, please leave at this time." 

'■Will everyone at this time please read the first page in the questionnaire which 
has been issued to you." 

(Note to the administrator: It must be emphasized that your enthusiasm for 
this project or lack of it will be contagious. It is importont that you demon- 
strate a positive attitude to the participants. Allow time for the first page to 
be read and underline the importance of the questionnaire with the followinB 
statement.) 

"I would like to stress the importance of this questionnaire. The Military 
Police^ School wants to desifn training to fit the job in the field. You are 
the o. people who can tell them what they need to know. Please think 
through each question and five your best answers." 

"Turn to Part I, Biographical Information, and answer questions I-IS 
When you have finished, lay your pencU on the desk so I will know when 

to proceed to the next step." 

d. "Now read the instructions found in Part II." 

(Note to the administrator: Allow reasonable time for everyone to finish before 
moving to the next step.) 



c. 



"Are there any questions 

"As you read in the instructions, there are nine answer sheets accompanyinf 
your questionnaire. Take the answer sheets and number them one through 
nme to correspond to the first nine sections in Part III of the questionnaire 
If you do not have nine answer sheets, raise your hand-I have extra ones 
Use a separate answer sheet for each section. Answer only the number of 
questions listed in each and move to the next section and answer sheet It 
IS not necessarv to write your name, rank, the date, or course at the top 
of the answer sheet. Also, disregard the biocks marked score, grade , extra 
points , and social security number." — ~~ 
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f. "Because of the size of this survey, these answer sheets will be read by 
machine. You must use the special pencils provided so that the machine can 
read the answers. When marking your answer, take care to fill the vertical 
rectangle outlining the letter m showi by the example on page 4 of the 
instructioni. Also, please be sure not to make smy stray macks on the 
answer sheets. Finally, do not fold the answer sheets." 

g. **A11 Miswers must be based on your experience in this yoi^ present unit. Do 
not caU on ex^rience in previous units. This means that if you do not per- 
form a particular task in yo.^ present unit, you must mark *do not perform 
this task' on your Mswer sh^t." 

h. "You may begin answering Part IIL Remember Section ten, the written 
section. When you flniih answering all questions, insert your answer 
sheets into the questionnaire and turn them in to me. You may leave 
when you are finished. Are there any questions?" 

Conclusion. After eve^one h^ taken the questionnaire, ensure that all ques- 
tionnaires and answer sheets are accounted for. Collect the pencils provided so 
that they may be returned to the Military Police School along with the question- 
naires and answer sheets. 
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JOB AID FOR 
SPECIFYING LEARNING EVENTS/ACTIVITIES 

ISD 

Manual 



dovfl^mc n. Th '"i " ' " ^ ^'"^^ instructional dasim and 

"Job S ri ' V '° ""'^'^ ^ Hupplomtmt to the primary dm-um^t 

viU ^ •■. T "fin ISD IlLl Specify Eeami:^, EvenS/ 

Activities. Ih.. flowchart docHimmit will direct you to six-cific euidance examnio. 
and reference. prnv,ricd in this volume. If you do not h.ive tho ^r£y ho^^t 
doi-unu-nt, request it from your supervisor. nowcnan 



The wording in this manual should not hi construBd to 
discriminate betwaen the sexes. In order to ai/oid i 
rapetitious use of the terminology, "he/she," the terms 
"hB," "him," and "his," as Will as "men," are intended 
to includi both the masculini and faminine gender. Any 
exceptions to this uiaga will ha so noted. 
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ISD Specifying Learning Events/Activities 



lit Joh Airh 



. 'itMKtiijri im (he {jJ?if V'\^s.\, 



f'llf UtliiClitjn jFj rhii iJii' 



to block 3 



1^3 



from blocks 1 and 2 
3 




Qb|Kiivf] 
Preducl 

MliBi ilf pi in ^lotm 
- WQ>k]hssti u»d 



• Fyi ^tailed overview^ m be\au 



to block 6 



What U IM. UoAnlng AcMvljUeA Job Aid ALt AboiU? 

• OBJECTIVE 

1. Given a list of taslcs selected for training, and a list of learning objectives 
for the task elements/enabling skills and knowledges for each task select the 
most appropriate learning activities for training the learning objectives. 

2. Given an appropriate worksheet (Learning Activities Recording Sheet) and 
instructions on how to fill it out correctly, fill out a worksheet for each 
critical task, 

• PURPOSE 

The purpose of this job aid is to help you select appropriate learning events and 
activities for training sessions in which critical tasks will be taught Learning 
research has identified learning activities and conditions which are essential for 
teaching different kinds of learning objectives. In this job aid. you will learn 
what those activities and conditions are. 

• PRODUCT 

This Job Aid will result in a listing of learning activities for teaching the learning 
objectives for each critical task. 
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DESCRIPTIVE FLOWCHART 



The flowchart on pages 1-43 thru 1-44 shows the major steps in the use of the 
Job Aid for specifying Learning Activities for all learning objectives in critical 
tasks. The flov^chart v^ill be useful to you in getting a clear picture of the over- 
all process used in this job aid, A more completely described flowchart is pro- 
vided in Job Aids: Descriptive Authoring Flowcharts. 

OVERVIEW OF MAJOR STEPS IN SPECIFYING LEARNING ACTIVITIES 

The following major steps are performed for each critical task element/enabling 
skills and knowledges that is to be included in training: (i.e., those for which 
there is a Learning Objective.) 

Step 1. The learning category (Mental, Physical, or Attitudinal) is identified 
and recorded for each Learning Objective, 

Step 2. The learning subcategory js identified and recorded for each Learning 
Objective, . 

Step 3. Based on the learning category and subcategory, appropriate learning 
activities for teaching each Learning Objective are specified and 
recorded, 



WORKSHEET USED 

= The Table on the next page shows a sample of a completed Learning Activities 
Recording Sheet (LAR). 
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cKAMPLE: 



ISD ni l Spi-cd-y Lo^urunq E v on i ?f / Act i v ihc s 

limum ACTIVITIES RECOflDliie SHEET 
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(fJk^'it du I gn,t Ucc/uung ActtvULu Rdao'icLuLg Sli 

o A L..arninK AcUvitu.H Recording Slum (LAH) is nvailahlo lor ,iup! 
o 'I'o see a sample of a eompleted LAR Hhe.-t reA^r to pasje [-6, 



US 



Look I-cfee W/i£;l SecXcon I and IT Waue Bcieii Catnp.Ce.ief: 

EX/ iviPLE: 



ISD III 1 Speeify Learning Events/Activities 

LEARNIfIG At, /ITIES RECORDIrIG SHEET 
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iioLC do I IdaitL^ij and Race id tlnL t.cUt/MiL:ct LcLiiiunq 
OujectLue iLO) ;^ux T/lu CtctccaC Task? 

lUi:. hlork r(^pr(>s('nLs ilw llrsi sU^p iii tlu' ('ompknion of Sfuiioii MI nf this LAH 
Hhj't'l. Prrforin ihu r()!k)win^: 

(1) I'.xaniliu^ ilw LOh assfx^iai c^cl with this ta'iticnl task. 

(2) hlt'ntify the first/nt^xt LO. 

Ci) lii (V)Uimn A uf tlu* LAIl ShetH, rcH-urd only t.h(^ aclinn s!at(M]i,'n! for 
Uu' lirsknoxt kcj. 



WIlclC QuiLS die. LAR S/ieei louf: Lctci A^^tei .c/lc Euist/Ncxt 
Ucii^iuig Objective Actton S^txUmaU iku Seeu Riiau^ded? 

EXAMPLE: 

IbD ill 1 Bpvciiy Lpdrntng Ev en ts/ A ct i vi t les 

LEARNING ACTIVITIES RECORDIHG SHEET 
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All Li^arnin^ ()hjiH'liv<'s rail inU) c)iu> of thr- - learning c'atj^gorit>H=M ENT A L, FIH^ 
SlC'Af,, or Ali ii rDlNAL. 'V\v^ rhimw\onr.ur^ nf viwh of thrsp catefzorips ar^^: 

i^^i:^^j'Ai±- liuirniii^ rtHjuirotl for hHirninii objectives categorizc'tl as 

^'niiaUar' is mainly intolleclual, involving ihi^ minci. Lt'arnintl 
iunv Lu niaki_» dt'risions, memoriziiig of iniurmatioii , nrv t^xam- 
pU's of c-hioily mental lt*arnin£i taKks, 

■'^-'"^ '^^sl'^^l- ^ L(^arnini| of ohjrcUvcs caLegori>^(Ki as "physiuar' iiivolvc^s much 
mv of parts pf the body for ac<H)mplisL nmt. Moiital proc-pssos 
are always involved, but the emphaHis in on sldll in use of the 
nody. Learning to use a tool or to play a sport are examples 
of h^arning tasks which would i)e classific^d as |)hysieal. 

:^'1J^PI^-\!j' Typically, learning ohjeutives eategonzed as ''attitudinar' 

involve learning to choose to perform one type of behavior 
instt^ad of another, leHs^it^sirabh* kind. Li^urnin^ to obey orders, 
or lo obst^rvi^ safety regulations are learniiii: tasks that would 
fail into the attitudinal catetforv. 
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HoLV do I VQXmiiuKi tlie UoA^vLng Caitgo/iy Ikat SkoiLid be 



Mental 
= Physical 
^ Attitudinal 

o Tile learning category may already be available as output from previous ISD 
blocks (e.g., laD ILl Develop Objectives). If so, review the previously assigned 
learning catogory to be certain that it is correct. If you disagree with the cate- 
gory already assigned be certain that you coordinate with the individual(s) who 
made the initial category assignment. Together you should be able to arrive 
at the approprifite learning categbry for this objective. 

o If you need assistance in determining the appropriate learning categnry to assigr 
refer to Manual, page 1=11, 



HoLv and {^koJid do I Rzaoxd tlie. Lm^uUng Ccut^goJuf f^oJi 

o The learning category is recorded in Column B, Section HI of the LAR Sheet 
opposite the action statement of the learning objoctivG. 



i|<n the learning objective to one of the followini^ three 



learninir categories: 
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WkcLt Dou tilt LAR Slitdt Look Ufce A^.t(Lt tlit AppAopUcU^ 
UcUiUng Ctuttgj.^ Hai> Been Reco-iddd? 

EXAMPLE: 

ISD III 1 Su .-ify Lrflrninij Evcnta/Aqliviliei, 

LEARinflG ACTlVITiES RECORDING SHEET 

(LAP 



SfCTiQfj I " - -" ■ " 




" icl<^ntifyiti^ obji-cts unci svmbf)!^ 
= rocalliiig inforrnat inn 
= cliscriminating 

classify inp 
^ ru|{»-Iearnin^ unci usinu 
— iicH;isi()ivniaking 

'iat^i^' 1 = 15 {pa^r 1-1 r^; pruvith's (It^rini^iciiis fur csirh of ih.^ K arniiV- ail u a irii-^. 
'I'hi^ Talilu also provicU^s f^xaniplt's v^l Uflioii \iM"hH and U'lirnnii; ^ki!U ru!nninnly 
asso(MaltHl with ic^arnin^ ohjt^ciivps that fall Inlo iho various Irarniii^ subcat ('^orios 
Study l\w table (■art^fully. 

AfU*r studying Tables 1 = 15 you sht.uild bavt* littio cliffidilty in aHHi|4nitiu ycjur l«'arn = 
ing Qljjertivt^s to a sulK-ati^^ory . If you necci holp in nuikin^ a (hM'is^on, matrh 
tbe verbs iu th(* kuirniuK objcrtivc' to tlu* Action ViTbs in the tabh^ or iry to find 
an cxani[)lc that would lit your kuirniny objective. If you find yoursi'lt t'ompUUcl 
unabU^ to fit a h^arning c)bjcctivt* into any of the ^iven subcateiiorieH, the objee- 
tive may be incorrectly writtcMi, You may neeci to rerinn and rewrite it ln»for(^ 
it can bo sucn-essfidly as^M -jh] to one* of the learning subcatc^oric^s. If sueh is tlie 
t^ase, be t^crtain to e()ordi!iatc' with the* individual wlio originally lin^pared tlu^ 
learnint^ o[)j(M tivo HElFORE YOU MAKK ANY CilANClKS 'VO 'VWK LKAHXINC; 



! [-][ 



MENTAL LnARNINCl CATEGORY 



f 


nf nuHCATtbunv 








i 


Ffi riivii ijfU' iif5Vtiryi!Hj r !i-j[]t)f"i';!; 
:-y;iUjiji [if nsiiiUfjt! 


kiMfiiity 
Irii.'fprM! 
Hv..u\ 


Ruflfjifu") map 'y/inhais 

Ri^iitjiny ulfJClf ijiiiL [>vni[j()l:. un a 

Giwniy njnifis nf cnrnpfinnnis nf dfi 
LHi(]i/iD when sfifivvn nncjiiiu tu tjinfirnm 

t)l Lint' 






1 li ffj^itMI inrniiun/uil irlijinuj 
tMHi nrdlly tjf ui wiriinij 




Rr'CdlliMfj racliii !Minu(j{icif!s 
RocdINny SALUTE ^icronyrn 


: 


; lJi<;i;M(!iiM,!!in!j 


Whf*M pfiiSiMlItMj \\\_'m 

tiiJl jppijjf hi htj sinifljf . iij 
ifinntify Umi fiif hiiiincns 
{)t;(vviM=n Hiffii 


UiSfinfjiii^fi 


□ fSiifigiiisfnriQ hfiTwnnn stUHid nl 
nnrmally fuiiCliDniiin pnws?r pner/sior 
oiitj Suunrl a! nno ifi which a h^jririfj 

IS hFjginfiing tu hum fjut 

□ istiiujuisliinn huiwoun ranks f)i 
{}f fifjirs hy ntnpps 




r:i-i';!;!lv'fi'| 


WIhim ii:^'^fMi!tHl wall itijfiis 
Ihlil Aini'-.if in \)u dif ft?fiMil. 
In lilf.'nitly (hi.) whtch 
Ifipy htivf) lii cr^/ijniiin 


Iflf/niify 
Hncfjfjfii/f' 


liHHiiifynu] all atrcfuf! which ari;. 
U.S. aifcmll 

Ifjiinjifynif) pfnhhmi ^ifiiafions ifi 
which a snldief is ffuo in nijkf- a 
fjucisiun Off his Dwr? Withcnn con 
SiilfiMQ a siinnfvirinr 




niitf- hj.iriiiiuj jiul iiSffti} 


Tf) vvtifMi ,inij flow ;j 
linnciiilfj u[j{i[inv jii .j fjivon 


Pfiidit:t 
Diiti.'rn)ifif' 

Apply 


Knnwiity .vhuii lo saluiu 

Snivincj ainiibra prnhlufm 

MakiiH) vGrbs agrGu with ihinr suhjects 

KfjltiChiiij pfQper fif£^ oxnnmjishi}? fnr 
flffrPrfrif fyp^s nf f,rf^ 




L 


To spticily H ccujfsu tif ychon 
ff'if usf: in ,j |"3f [)hli.?rn Si(jLJ*ifi(.H! 


Cfiunso 

Fill fTuilatu 

Snl(.'n 

Ey.iluntf] 


Trouhlesfiijohrig niGlfuntjiionnin 
rMjuipnienf 

Chnrjsintj tattirs m rnmbni 

Cfuinsiiifj turpnfjn iniUiu] flurinq a 
tnrnudr) altack 
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o Tile learning subcatt/^ury is recorded in yection III, Column B. Look 
vxamplv biAov: for an nxample of how it should bo recorded. 

a;/ia-C Voe.6 .tkil LAJl Slimt Look Lcfee A^teA tke. UaAyiuiq 
Subcczttgo^iy Hcv6 Bee^i R^aoKdtd? 

EXAMPLE: 

ISD in 1 specify L£.Mfrung Eventa/Acrtivitirs 

LEflRfllflO ACTIVITIES RECORDINu SHEET 



_ (LAB 





from tJiOuK 1 B 



ffcjfn bluck ] / 
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TmafUng L(lci^nA.ng ObjtoZlvu CcUtgo^izzd as Ba^ng timXM Skltti? 

o For each of thn luarning subcategories within the Mental Skill category there is 
a set of learning aulivities which must be used for teaching successfully ail leani- 
ing objoctivGs belonging to that subcategory. The learning activities differ for 
the various subcategories. For exaniple, the best method of teaching identifica^ 
tion of oljjects is completely different from the best method of teaching decision-^ 
making, 

o Fortunately, education research has developed guidelines for the development of 
learning activities for each of the six subcategories. The six subcategories are 
shown on pages M9 thru 1^24. For each subcategory you will find the following 
mfonnation: 

— Tlie learning activities that must be featured (or emphasized) to train the 
objective falling into that subcategory. 

— An example of a characteristic learning objective falling under the subcategory. 
Guidelines useful for developing appropnate learning activities. 

— Example cf appropriate learning activities for the learning abjective used as 
an example. 

o To identify the appropriate learning activities for teaching a learning objecrtive. 
hore is what you should do: 

(1) Look at the subcategory for the ieaniing objective under consideration 
(Column B, Section III^ LAR Sheet), 

(2) Turn to the page in the Manual (pages M9 - 1^24) that contains guidelines 
and f^xaitiples for developing learning activities, 

(3) Relnto the learning guidelines shown on that page to your learning 
objective, 

(4) Develop leaming activities specific to your learning olijective. 

® Record the appropriate learning activities for training the learning objective for 
Column C, Section III, LAR Bheot. 



U17 



Aet^u^ttei Have, Btm Reco-lcfedf 

EXAMPLE; 

ISD III 1 Spcciiy Lrjlning Evsnts/'Aetivilic!! 

mmm mmim recordihg sheet 




■ ' ' ' \>. 1Pj>i viM^- I 1.1- l-ff. . f^iF .li ■-.i,: 

-'^^ r .f. ,1 hY t h.^ !n>t ft! ' i'f : T. 1 ' t i .ilr. 




RECALLING IIMFORfVlATION 



LEARNING ACTIVITIES MUST FEATURE: the use of patterns for organising the information 

to be recalled, and testing of the trainee's ability 
to recall information without prompting. 

EXAMPLE OF LEARNING OBJECTIVE: The soldinr will list the kinds of information 

concerning aggressor personnel which should be 
reported to his superiors. 



Guidelines for Determining 
Appropriate Learning Activities 


Examples of Appropriate 
Learning Activities 




Where possible, organize information to be 
learned into a meaningful pattern. 


1, 


Organize information to be reported on con- 
cerning aggressor personnel into a meaningful 
pattern, (e,g, SALUTE — (acronym): 
' S— ize 

A— ctivity 

L=0C£;tion 

U=-nit 

T=ime 

E— quipment 


2, 


Let trainee memorize each section of informa^ 
tion until the whole has been memorized. 


2, 


Let trainee memorize each of the above six 
items until whole has been memorized. 


3, 


Test trainee's ability to recali/recite the in- 
formation. Give prompts and cues at first, 
then withdraw these. Give immediate feed' 
back on accuracy of responses. 


3. 


Test trainee's ability to recite the above inform 
tion. Give prompts at first, then withdraw thei 
completely. Tell trainee immediately whether 
and where he was right or wrong. 


4. 


Repeat step 3 until trainee can recite/give 
information correctly. 


4. 


Repeat step 3 until trainee can accurately recall 
information concerning aggressor personnel. 



DISCRIMINATING 



LEARNING ACTIVITIES MUST FEATURE: a side-by -side comparison of the items to be 

discriminated, including pointing out the ways 
in which they differ; and practice by the trainee 
in makirig discriminations. 



EXAMPLE OF LEARNING OBJECTIVE: 



The ioldier will distinguish between a severe 
burn and a minor burn. 



Guidelines for Determfning 
Appropriate Learning Activities 



Present apparently similar items sido^jy-side. 
Point out the differences beweenn them. 



Present examples of af^parently simiUir items. 
Ask learner to distinguibh between them. Give 
immediate feedback on triinuo's responses. 

Repeat step 2 until trainee can make discnmina^ 
tions with accu ranee and ease. 



Exampfes of Appropriate 
Learning Activities 



Present color photographs of a severe burn and 
a minor burn side by side. Point out that the 
skin is charred or blistered over a large area in a 
severe burn, while the skin is neither blistered 
nor charred (or is blistered over a small area 
only) in a minor burn. 

Present other color photographs of both severe 
and minor burns. Ask the trainee to distinguish 
between them. Tell the trainee at once whether 
his responses were correct or incorrect. 

Repeat step 2 until trainee can correctly distrn^ 
guish between both types of burns. 
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CLASSIFYING 



LEARNING ACTIVITIES MUST FEATURE; j sidu-by^sidti compurirnn of thu itoms to ba classifiud, 

inclucjinc] [juinting out ways in which tiiuy uWkn, 
pfoyiciing thn triiinue with a duscrifjtivu dufiniilon of 
ihu class beifig stiidiod; and practicu by thu trainuu in 
uiasbifyiny. 

EXAMPLE OF LEARNING OBJECTIVE: Thu soldiur will rucouni/o all aircraft bolonginn to the 

Unitud States. 



Guidelines for Determining 
Appropriate Learning Activities 


Examples of Appropriate 
Luarning Aciivjt^us 


L Presont apparently different itums """de by sidu. 
Poirit out the fetitures they have in comiTion 
(similarities). 

2. Forfnulato a definition of the class basecl on the 
o bsf :> r ved s i m i la r i t i e s , 

3. Presufit ittMTis which beloruj to the class as wnjl 
as ll£;•m^3 which do not. Ask the trainee to 
idiMitify those items which belong to the class. 
Give feedback on the accuracy of the trainf.-e's 
response. 

4. Repeat step 3 uritil trainee cari uccurately 
classify items. 


1. Present color photographs of different U,S, air^ 
craft side by side. Point ouit the markings and 
other features that identify them as tuHorifjing 

tu the U.S. 

2. Formulate a definition of the class - e.g,, all 
U.S. aircraft have* markings that look like this. 

3. Present color photographs of various U.S. air= 
craft, USSR aircraft, ancl Chinase aircraft. Ask 
the trainee to fjick out tfie U.S. aircraft. Tell 
trainee at once whether hu is correct or 
incorrect. 

4. Repeat stef) 3 Lintil trainee cari correctly identify 
all aircraft tjulofujing tu the U.S. 
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RULE LEARNiNG AND USING 



LEARNING ACTIVITIES MUST FEATURE: an «.p,u„.„„„ pf ,,,,, „ 

EXAMPLE OF LEARNING OBJECTIVE: Tho s„id,e, w,ll challonp ail pur.unnd at.omptmg ,o 

-Mter fii^ YAicun djul wili dlluw lu utuet unly ihosu yivnig 



Guidftlinus for D(nermifiing 
Appropnatu Ltiarnjng Activities 



jnd *;fKnv fufw i! .jpphus^ Also, f^iOsfMit u 
for ccintrjst. 

<ipplii:jtioM (jf ih{i niU) and soaiu fird. Ask ifiJ? 

.fPfilu;;: jfifi to st ir*' how If jpphfjs. Give 
^fiiffiuffiah* fHM(j[),,('k; ,jn .iiUairdCV of trwun.M?'!^ 
rOsoonsMs, 



lift' 'Jorri-rt- 



Examples of Appropriate 
Lenrning Activities 



Exf^kim thu iiMt? Qfily those yiviriy ciirrent 
fjysswfjifj d!u to bu dllowud to ontiir. Explain 
[if (jCi/clufu for ruqufjstiny fjtissvvDrcl - 

^ujy ^^Hdlt»" 

'cover' strLirujer 

Ask '^Who lb thurtj?", utc, 

Pif^sufit sitLJgiion whuru rule appiius (ojj, io cfe^ 
f^M'j^jive position within ciesicjnatfffj sector of firi? 
Ndnn: bitUcition (e.g., in iKirrucks or clining 
fuciliiy} wfiure rijle tioes not opply, 

Po.'scni j vjiioty of situafions jnd ask^ the 
trjint'o if :jrnj how tfie rulu a(30Ut uhaMungrng 
StrdrujfMS n[>phns - u.q., dnos it o()f)lv in the 
theuter. oirtsidp minianzed /one, in the motor 
pooL i}U:. Tell ffainee if Ins O'sponses jre 
LuirfMM or Nujorrect .jnd givu leuson for each. 

Repeji step 3 until th(/ tuiinuu can corn^ctly 
cfKHI'-iuje n stoinqtM most of the time. 
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DECiSION=MAKING 



LEARNING ACTIVITIES MUST FEATURE; domonstrMion ,ncl practice in ihu i<lnnt,f,«,tion of ihu 

clt.crsiuri rKMidcKi, coMuction uf rultivunt d^iu and solection 
of bust possililu solution. 



EXAMPLE OF LEARNINQ OBJECTIVE: Thu sold.ur will suluul the next Nosition to whmh to 

riinvM in Ihn fifHrl uiulni conilKji (Hjricli tion^i. 
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Guidc'linus for Determining 
Appropriytu Luarning Activities 



DiMiionstf iito l\v) fullowiriCj [jroCucluttH stfjjJS^ 

(u) . icle/Ui fiCiiliuM of diici^h n nuoflucl 
(tj) (jullfjctiur I of ruluvdnl cjdlu 

(c) lorniuUitian/idiMitificatifsn of u numbur 
nf pusbiljie solutions 

(d) {ivtjlutition of OdCfi ^t)li/tion 

(o) solociion of rfiu ono bt>!>t soluttun 



Prosunt ii ruiniber of probliirn SitUiJttons. Ask 
thi^ irdiriou to upply \\m pr<)Ct?durfil stupb in 
ordur to rTuikH n tlocision cJtjoul the proljleni 
SitUdtiofT. Grvo inifTiucliUtt? fuudbuck on the 
adHquacy of thu ttdinuf?'s porfor msincii of ttisk. 



3. Ruf)udt stuj) 2 until triiirU'U (lunutatOb ucluquatu 
cliMJiSions in rtiosi f)roijlof7i siluntinrih. 



Examplos of Appropriate 
Learning Activities 



Duinansiiation by thu instructor of the followinq 
proenclurul slups for cloturrnining the one best 
nuxi fjosition to nmvu Uj in u cuinbai siiLiationi 

(a) icleniificaiion of decision neeclud — choice 

of nuKt position 
(l3) colluction of relevant data on terrain, 

distance, visibility, (jubitiun of aggressor 

Sfiifjer, fjtc, 

(c) ideritification of at least 2 alternative field 
f3ositions 

(d) selection of the iKjst fjosition to move to 

Prusunt trainee with a number of situations in 
which ho has to choose the next position to 
which to move. Ask trainee to make a choice 
by applying the procedural steps which were 
demonstrated by the instructor, Tolf trainee at 
once whether his choices were cjood or poor. 
Give reasons. 

Let trainee practice process of cfioosing fKssitions 
and receiving feedback on his choices until 
trainee can select good fsosltions consisteritly , 
witfiin a stated time limit. 
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from block 16 



from block IS 



X 



11 



<.„ Thf! Tiik Been 



f Gq tQ 



, 9 



to bloek 21 



f f i jn ! [jitjt.K 1 O 



HoLC do I piitidAjnim. thii Lecitauicj SubccLtiLgu ly ^ui 
LdciinLng Objec tcue^ Ccitucjciiziicl as P/i^/i^ccaC? 

\ • 'I'hcro art* two U-arnin^ suhcuti^goric^s aHsoriatrci wilh tin* PIIVHKWL Iranini^ ralc^Dry 

= ^roHs inotor skill 

= responsivo motor skill 



^ l ahh' ^2^i prnxiflps (lMllniti(nis for ilif^ two IrarniiiM subratrirorirs, "riif^ iahU' aho pro- 
viiics oxanipU^s of actioii \'<'rhh and ]Mariiin)i skills coniinonly associati'tl wiih i{■a^llin^ 
oi)j{H-tivrs that Tail iiU(> the* Iraniinu Hubc^aic^gories. StiiH\' ihv t ahir ('ar('full\\ 



I .ihiM i 

PHYSICAL LEARNING CATEGORY 



CifdSS fTHjtiif f.kii! 



I ill I INI flOfJ 



tiijfjy iii [jfili.'f tij jiFrfnfi 

5tU MCfltiM 



T • 



Tu niuvf? [If iJiifls fjl (hi- 
hfjily nt f !'S[}fif''jf! Iii Lijfi 
tiMf.hjlly chjcfjinf] cwv.^i Ui 



ri iif If] Suh? .1! tMjf jr I 
LtiMVDN 



Cu! 
Wi'Ifl 

D M ! i 
ThH ^ 

Ciinff {ji 

GuiCii; 
F=(k:ijiiLi!f 



Usinq ;i fjnll 
P.iiiitiiii] d Uiifi''. hiiH 

LihlfllMi) i! (]1JM 



All ![i ijUiHiF-ry tiifij!:! !rtj[;knu 

HuUlnuj ,i {An\t%\' tvitli n (jyrij ui 
ni.jfjMijtii, (;f)m[i,!S!i 



• Aftt^r studyiii^ 'rabh' you sh(5ukj have* litth* difficulty in assigning your h'ariiing 
ol)jp(.iiv(» to a suiu'atc^ory. If you iitu^d help iii making a fiiuaHion, match thu v(*rhs in 
the k^arnm^ o[)jp( tivc to the Action \'i'rhs in the table (rr try Lo find an ('xamj)le that 
would fit yoiir learnni*! ohjiM live. If you fnid \"<HirHelf coni[)letf'ly uiiabli' to fit a learn- 
ini4 objective into eithr-r of tiie two subcategories, the objective niay lie iiiiU)rrectly 
wntt»*n. "i'ou may need to refine and rewrite it befort' it viin be successfully nssifined 
to one of the If'arniiii^ categories, I f such is th(* c(isc», hv- certain to coordinate with the* 
individual wlu) orit^inally prepared the learning olijcM'tive BKKORK VOT MARK ANV 
(HAXCtKS 'VO 'VWK bKARNlNCj ( )B4K(^^1d \^K. 
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Wow ayid W/ieAe do 1 Rzao^d the. Umyviyig Subca.te.go/LLj? 

• The learning subcategory is recorded in Section III, Column B. See below for 
example of how it looks after it has been recorded. 



an 



WkcU does the. LAR Look Ufee AlteJi the, 

Le,cu%yUng Subca.te.go/Ly Hcu Been RecO't^edf 



EXAMPLE! 



ISD in 1 specify L#drhing EvehtH/ Acti vitiea 

LEARNING ACTIVITIES RECORDING SHEET 



ill. 



- Titk in h't _ ! ! - i i 
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li;jtii!(i.j liliifMiiPi J'ifiCidtttl FJi(i ill Ihi! 
CjiM:ji.iry jft; piepjfPil H'i.iir>!*'i! (in Ifi*; 



vi ijii (l^tiue ,n pTfi.i.jj .(,.4 jiti! fi'Uiii1i("j 



in Ijiock 20 



to biock 24 



Koto do I Idmtliij kppKopK.LcLtz Ltcmilng AottvLtit^ ^o-n. 



® Thi^rv \h an individual sol oi' learning activitioB which must be usud Tor success^ 
fully teat'hin^ luarnirig ubjtH'tives belonging to each of thu two subcategurieH 
under the PHYSICAL Learning CateKory, Guidelines for developing Lhe learning 
activitien are provided on thu pageh shown l)elow: 

- GroHs Motor Skill - Page L30. 

= Responsive Motor Skill — Page L31, 

m To idtMitify the appropriate learning activities for teaching a learning olyective 
eategorlzed into one of the two physicaJ subcategories do the following: 

il) Look at the sui)category for the learning objective under consideration. 
1CV)lumn B, Rectinn HI, LAR Sheet). 

(2) Turn to the page in the Manual (Page L30 or Page 1=31) that contains 
, guidelines and examples for developing learning activities for that 
sub category. 

(H) Relate the learning guidelines shown on that page to your learning 
objective, 

(4) Develop learning activities specific to your learning objective. 

> Record the appropriate learning activities for training the learning objective in 
Colunin C, Section III, LAR Sheet, 
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Look Like. A^,teA App/Lop-Ucute ImmJjiQ K^UaujUom Have 
Been Reco/Lded? 



EXAMPLE: 



ISD ni l Specify Learning Even ti/ Aet iv itius 

LEARNING ACTIVITIES RECORDING SHEET 



SECTION M 
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EKLC 



GROSS MOTOR SKILL 



LEARNING ACTIVITIES MUST FEATURE: a demonstration of. and opportunity to practice, the 

whole task/skilL 

EXAMPLE OF LEARNING OBJECTIVE: The soldier will load an M16A1 rifle. 



Guidelinei for Determining 
Appropriate Learning Activities 


Examples of Appropriate 
Learninq Activities 


1. Durnofi^tf dlu pur for niaricu of th^ whole task. 
(If task is comple5< or lengthy, break into 
parts, and dernonstrate each part separately 
at first). 

2. Let trainee practice performing whole task. 

(or practice performing parts of task separately 
at first). Give/provide immediate feedback on 
accuracy and adequacy of trainee's performance 
of task. 

3. Repeat step 2 until trainee can perform task 
weil and a^ qLjickly as required. 


1. Demonstrate steps in loading the rifle: 

-= locate cartridges 

= insert cartridges in magazine 

2. Let trainee practice steps in the task. Tell him 
at once whether he loaded the rifle correctly. 

3. (If necessary), have trainee repeat process until 
he can do it within the stated time limit and 
can perform it accurately. 
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RESPONSIVE MOTOR SKILL 



LEARhJING ACTIVITrtS IVIUST FEATURE: a demonstration of the skill/task by the instrucror and 

trainee practice in performing the skill/task, includiny 
ijsu -jf sufViUfj to detect dues rn rhangi ny porfcjrmancu. 

EXAMPLE OF LEARNING OBJECTIVE: The soldier will drive a utility truck, 1/4 ton. M1B1,A1 

cross country . 



Guidelines for Determining 
Appropriate Learning Activities 



Durnonstrate whole task, pointing out cues 
that initiate and Qnd perforrnance of each 
step iri task. 



Let trainee practice performing task, using his 
senses to receive feedback on his performance. 



Repeat step 2 until trainee can perform task 
well and as quickly as requirRd. 



Examples of Appropriate^ 
Learning Activities 



Dernonstrate driving the truck, pointing out cues 
that influence action, such as: 
speedometer 

= road signs 

=- curves in road 

— trees and other roadside terrain 

— lane markings 

Let trainee practice driving the truck, using his 
five senses to detect cues ^hat influence the 
action of driving (^ce dboveL Trainee must 
manipulate the controls of the truck in response 
to such cues. ; 

Let trainee practice driving the truck cross 
country until he becomes proficient at doing so 
accurately and safely. 
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' from block 31 




i]t AMilutiittii!" ^fc 



to block 28 
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HuLV do 1 Ocf-vnaic. tlin Ucuiwuiq SubacUc.go/iij ^o^t 
LucLiiiuig Ob^dctLvas Ca vgo-tc^cd cl6 AttUudlnal? 

^ Tiiriv IS only one h'arninL KulocateKory assnriaUHl with the ATTITUPINAL knirn'^ 
inu riiU'isnry. It is '^iltitucU^-hHirninil/' 

o Tii\)h^ 1 pKnuJes a deriniiion of the subcateHory and pmyidei^ oxamplos nf 
iwunn verbs and learniim skills ('ommunly assoeiated with learning objectives 
liial tail inu) tlu^ attitudedcuirn in^ subtjateKory, Study the table earefuUy. 

T,il5)M 1-34 

ATTITUDilMAL LEARNING CATEGORY 
Duiinftinns i,n(i Ex^Hnplub of Lueirntng SubccUaqory 



hulii'iViiJf [If fjf tH%\)unsu 



ACTION VERRS 
Accopl 
Cufiipiy Willi 



F.X AMPLER 

Caninlytiiy wiih s^jfeiy rntjiilaiians 

Knupinq hunk ru;ni when Dppnrtiinity 
u<im w kuop i! untidy 



o 11 yuu luul yourself unable to fit your learning obj.Hjtivu into the attitudedearning 
subeatcMory hih^ your Hupervisor for assistanee. Perhai)s the kuirninp oidoctive 
Hhould have been eatc^rii^ed as An':NTAL or PHYSICAL. Or perhaps the ieanv 
iiig objet^tive was ineurreetly written. You may neetl to refine^ and iwrite it/ If 
sueh is the ease, be certain to eonrdinate with ihe individual who originally pre= 
IHir-fl the learnmg oljjeetive BEFORIC YOl.^ MARK ANY C:HAN(;ES TO THE 

I J-; ^^xixt; OHJKCTixdr 

o Hie learnitm subeate^ory (nttitudedearnin^) is reeorded in Section IH, Column B, 
book at the example on the rollowmg ini^e to see how it should he recorded/ 
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Hou) and W/iete do I Ruco^d tlit UoA^iing SubccUeqc/iif? 

o 'V\w learning riubciUuKury (altituca^^loarnin^) is rocorded in Hvclion II |, Calumn B. 
Look at. tlw t^xampW provided bulow Lo see how it should hu vccordod' 



mkcU tlie LAR Skmt Look Ufce A^t^i .tli 
LcaJuiuig SubccUtgoxy Wa6 Bten Reeo/Lded? 

EXAMPLE: 

!SD in I specify Learning Even tg/ Act i vit les 

UiinfilEIG ACTIVITIES RECORDIfJG SHEET 



Ai.{.( tUdC- LcCL'liLUU]': 

* "'' ''■i'nimu arlivilip. v.-h,rh imlsl hi. uswi for lUicccssfully U^achin 

r:ii,.Hunz-'.l as hciim an r :i(it..k,iniinK. Chiuh.Iiiu's Un d"vvl 

^""''^'""■^ yx'i- I'-arninu <,hjrriiv.. and dou- ,y, learir act ivitics spiMafic 

^ f^^';'"^^'^ tJ^*' .ipnn.prMio h-arniiiu nruvitu^s fnr training tlu^ learniim uhjiHaivi' in 
i Miuinn r, SrrMnn III, f,Af{ SlitMn. 
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L;3^RNfM0 ACTIVITIES MUST FEATURE: 



urranQfjniiint of l ■: onyiornrnynt in whicfi thtj truiner} hvus 
□ ncl vvorks so that corruct and approfjriaiu buhavior is 
filicileci fruin thu liainou. Reinforaumurn and ruwarding of 
nil irTstnncns of coi ryct/appf opriaiD l:iuiiavtnr vvhich tfio 
irainne dtimoEistrates mList be provided. NOTE: An dtiitudo 
IS a ^jattern of buhaving or ruspondiny, not a mystical sGt of 
iho [mind. It is moro difficult to yut u trainee to adopt an 
iittitudu than it is to got him to acquire information or a 
skiib "Pruachiny^' is rarely the host way of teaching 
attitudes. It \s better to usu nioans such as beh. lor 
rnodeliny, giving rewards, etc. 



fcXAMPLE OF LEARNING OBJECTIVE: 



I he suldier will koQp his bunk neat and clean at all times. 



Guidelines for Determining 
Appropriate Learning Activities 



Stale and/or denionstrate approprinte/clesirc^d 
t^?ha\/ior(s). 

Encourage trainee |)erf()rmance of appropriate/ 
desirtul bufuwiors t^y usirttj Ueviues such as 
l)tihavior modeliny, role-playing, n[)pea! tc 
authority. 

Ruinforcu/reward iri;'ances wlieri trainee erriits 
aiJpropriate/desirod h-havior. Do not reinforce/ 
reward instances of inappropriate/Lindesir(?d 
liefiaviors. On occasion, and if relevant, punish 
i n a pp r o pr i a I e bfi h a v i o r s . 



Examples of Appropriate 
Learning Activjtis\. 



Dut;crihe the appropriate manner in whicfi tfie 
sokiier's bunk shoukl be maifitained. 

EfTCourage the trainee to keep the tmnk neat by 
rol{;-fi!ay ing situation in wfiich a messy bunk 
leads to loss of time, loss of [3riveleg(?s, loss of 
eqiiipment, etc. OR, show a film in which a 
soldier tidies his bunk, etc. 

Praise the trainfio whenever his bunk is \v' neat. 
PerTcilii^e iTiifi wfieriever it is kupt messy. 
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WliLut Vugs tlm Lcn yiuia ActtvLttCLi, Rdco'iduig S/iec 
Look Like A^tet A^jptop/LtaCe LecmiLng ^ ''XLvlticA 
Bciin Recorded? 

EXAMPLE; 



f*.. If; S, 



ISD III 1 Spp -:fy Lr^rninq ETvnntr. ' " c! 1 vif p. r 

LEARfllflG / "TIVITIES RECOPniNG SHEET 
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iUoxkuig x.n OtiiQA SUpb .£/ie liis^tAuatlonal Syitms 
Oev^Zopfiiiint Procass? How do I Rtcoxd Tlim? 

^^''^i^'T for : ^ Instriirtinnnl Syst^^nis DcH-elupincnit. procvs^ to work effouiively, it 
is ini:)orativ(^ that ihvro bv (ovvnivd and backward comniunicatinn l)i^twetni thc' 
]HH)\)\v involved in ihv proceHH. At some time pr other, ynu have probably conv 
plained about the injnit that has been provitled to you. For example, you may have 
thoui^hi lliat the huirnin^ objcn ;:ves whit;h you nui^d aa input fur ihin block were not 
an well written an they eould have bem. SometimeH, you may have had to do work 
tiiut sluAild have hetai [xnMormed in pn?vious steps in the system. 



IT IS IMPORTANT THAT YOU FEED THIS INFORMATION BACK 
TO THE APPROPRIATE PEOPLE SO THAT REVISIONS CAN BE 
MADE TO EFI L^i iivlPROVEMENT IN THE END PRODUCT. 



SO 
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In your w^viivvh for this step of llw Instrucniontil SyHtiniis Dovc^Iopmont proct.. v.. 
may also have discovered informaLian that you think may xm^hil to people who 
will hv working m stups that rolUnv diis one. If so, it is (equally important that 
ynu pass this information on to api?rupriate people. 



REMEMBER, COMMUNICATION WITHIN THE INSTRUCTIONAL 
SYSTEMS DEVELOPMENT PROCESS IS CRITICAL FOR EFFEC^ 
I IVE INSTRUCTIONAL DEVELOPMENT 



o A copy or the IHD COORDINATION SHEET can l)e found in the hark of this 
manual. Make sufncient ropieH to enable you to ^und one to every individual 
ytjii wish to eommuniea.- with--plus eopic^s f.^r your records, 

o C omph^te the ISD COORDINATION HUKET in duplicate. Send one copy to the 
individual and attach oi-o copy to the Instruction Settings Selection Package 
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JOB AID FOR 



SPECIFYING INSTRUCTIONAL MANAGEMEMT 
PLAN AND DELIVERY SYSTEM 

ISD i!L? 

Manual 



I his iH iho lUlh in a s.'ru's of ISO Jnh AiciM for use in inHtnirlional di^un and 
clc>vHopnH.it. .'his vohim. is to hu unecl as a suppl.munt to iho primary ckHaimc.it 

'loh Aids: D.scTiinivc^ Authoring Flowcharts ISD UL2 Hpodfv instructional Maiuu^o^ 
ment Han and UHivcn System/' The nowdKut dc><:umcnt will direct yon m spcMafic 
^mdancc examplc^s. and references provided in this volmne. If ynu do nnt have the 
primary llowehart docaunent, recpiest it from your supervisor. 



The vvordjiig in this manual sfiould not bti construed to 
discri minute between the sexes, hi order to uvoid a 
repetitious use of the terminology, "he/she," the terms, 
''He/ "him/' and "his/' ns well as "mon," are intended 
to include both t'le mascuMne and ferninine gender. Any 
Gxceptions to this usagu will be so noted. 



!SD in. 2 Specify instructional .vlsnasamant Plan anc" Delivery System 



lo block 3 



i 



Whcit tliQ. Job Aid f^oA SdltcMnq Ve^tive^Aij Sy6t(Dii6 
att aba at? ^ ' " 

o GOAL 

— Tho purpose of tiiis job aicl in to holp you apply a systematic upproach to the 
st^lectiun or cieMvery systiMiis (media) for presenting instruction to trainees, 
lliis Hystematic approaeh to media Kcieetion requires coni^ideration of the 
nature of the object ives; their learning categories/subcategorieH, learning aetw- 
ities and inHtruetional s(^ttin||H. Bu<:h factors as equipment and facility eon = 
straints, cost of procurement, cost of replacement, development costs, et(:. 
must alst^ be considerech 

— Once the candidate delivery syst^nns iiave been selected, the niaiiagement plan 
can be specified. Flt^ase note that this job aid includeH only the selection of 
dtMivery systtmis. 



OBJECTIVES 

1) (hytm a ^njup of learniiig objectives ( LOs) with their specified leaming aotiv= 
ities, instruriionrd settings and learning c^ategorien, use the appropriate learning 
suhcatt^goi y matrix to select cantHdate delivery system(s) for each LO. 

2) From the list of candichitt^ delivery systems, select the one(H) most appropri^ 
ate for the whole task rnthar than for the whole course. 



NOTE: Do not spend too much time reading or studying this materiaL You will be 
given more specific information later. 



J.4 

Or' 



o PRODUCTS 



Thp input for this block is the learning activities, Icariiini:^ catogoriDH, ami instruc 
tional settings for each learning objective, llw output, or products, ineludc; 

o A completed Delivery System Planning (DSP) Sheet for each task showing: 

a) cancnclato doHvery systems 

b) selected delivery system(s) for whole task 

^ Final decision on the delivery system(s) to be used for a whole course. This 
decision is recorded in the System Master Plan, which is not ^ deluded in this 
job) aid. 



OVERVIEW OF MAJOR STEPS IN SELECTING INSTRUCTIONAL 
DELIVERY SYSTEMS 

Step 1, Learning objectives action statements with their corresponding learning 
eategories/Hubcategories are recorded on DSP Sheet. 

Step 2 On the appropriate learning subcategory matrix, the criteria specified by 
the inputs to this block are checked. 

Step 3. These checked criteria are examined in reference to each delivery system 
on the matrix to determine which systems meet the criteria. 

Step 4. Based on this examination, candidate delivery systems are specified and 
recorded on the DSP Sheet. Final selections are made with the help 
of management. 



NOTE: Do not spend too much time reading or studying this materiab You will be 
given more specific information later. 



o WORKSHEET USED 



— A partially completed Delivery Systeni Planning (DSP) Sheet ean he 
on pages J-i8 and J^49, 

— Learning Cntegory Matrices are show;; on pa^es J^50 throui^li ,NBS. 



o DESCRIPTIVE FLOWCHART 

- The flQwchart on pages J^59 through J^Bl shows the steps in the use of the Job 
Aid for Selecting Delivery Systems. The flowchart will be useful to you in 
getting a clear picture of the overall process used in this jo!) aid. 



NOTE: Do not spend too much time reading or studying this materiaL You will be 
given more specific information later. 
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from [jlycks 8 and 7 



Wlictt a^ie tkc L^avung Cat^.gu'iif AfattcecLif 

o Thp mnirwv^ an> domuPil to lioln you miiko dtHMHions for th.' most apprupriah^ 
modia (doHvory systems) for each Imrning objc-rtivo, or ^roUf) of iparniiiK ol)ji^ctivi>s. 

« llu' itoms on vnvh matrix arn: 

1) Criteria for HekH^tine Instrik:t.ional DfliviTv Svsu^m^ 

a) I'raining Sotting Criteria 

b) Aciministrative CriLeria 

c) Stimulus Criteria 

d) Complexity Crit^jria 

2) Alternative Instruetional Delive^ry Systems 

a) DelivcTy apimjaehcs permittinf^ the application of all learning guidelines 
(suggested activities) for that learning subeateiiury 

b) Delivery approaches that permit the use of only^some of tlu^ guidelines 
• Namt^s of the Media 

^ Since many of the nanus may be unfamiliar or different from the 

t(Tms used by your schoul, a glossary of instrucaional delivery sysi ^ms 
is provided, if needed, In a later step of this job aid. 

o in sr'(^ (examples of the matrices refei to pages J=50 throuf^h J^58. 

o Note that all of the Criteria for Selecting Instructional Delivery Hystems arc not 
lisU (1 fur each subcalcaorv. When one or more criteria are missmg it is beeauKO^ 
they do not contribute to the analysis for that particular subcategory. 



J-8 



JO: 



Wkt'^Lo do I obtcLin Lermilng CcLte,go/ty Mcut/LlaeA? 



o Lcarnina CaLPKory Matrices are available? for duplication in the poc-ket at the end 
ol this manual. 

u TN'otc that iliere are nine matrices coverinf; the rront and haek of two seiKirate 
sheets. The six mental skills subcateRories are on one sheet. The Iwo physical 
and one attitudinal .skills are on the other. 

« Make several copies of each sheet as you will be using them over and over again, 
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ffofri block S 
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'itxc can J gu tf/ie Peetuei^/ Syi-tem Plamiuig (PSP) Sk^eM? 

ai ha( k ul thjs manual . 
o To siH^ a partially cY>mf)lrU^d DSP Slvvt n'fnr to pa^r J- 18 



o 

ERIC 



^^'CLt doQ4 the VSP S/ieet look Uk^ iolic 
btm comp-idtad? 

Example: 



DELIVERY SYSTEM PLANfllHG SHEET 



Irom hl!ir;k 1 1 




How do 1 A^ao^d citC 
■S-tivtmciit'S? 



nuig ofajecttvei acM^on 



ilu luarnuiy objoctivt-s acUon HtalemrnLs (do not inclucle concliP^ ns and stanrlanN) 
^an uv uupieu uirucily troni liio LwirninR Activiti..s RecordinK Khppt or any pn> 
%aoiis!y pruparGd workshi^fL on which the I.Os arc rocortiwl ^ 



!{(H-t)!'d all tho LO action stalcnionts hdnnpin^ to thi> task. 



Example: 




fOfn block 1 



from block 13 



Hqlv do J xaaoxd tk(L le^^uiuig catQ.gon.y and 6iibcxUQ.go^^y? 

o Tht^ Unirning catogory and subcaiogory for each LO can bo copied directly from 
liir Lttarning Aciivities Recording Sheet, or any previously preFKired worksheet 
on which this information is recorded, 

^ Record th^ learnini^ category/subcategory for each objective hv pluf^;n£i an '^X" 
in the appropriaie eojl in Hection III (B). * 



Example 
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ffCim block 14 



from block 15 



tiilcnj" [Lejt»!fig 



to block 1 7 



* A ligFi! thifit mjri. 1 ^ i >i n>m m ihs tmUn la mdHiii the ti*W,i 
\m'f>iA ESf iris )f!lifuCti.JMil H-Ming ma ledfmng dEli«il!g| Itlr Ihi] utitKirvt " 

* hit tutfhci guiddtitr Bf hf law 



HoiA) do I Kzaoxd the. appKopnJMJ:t t/icLlyilyig netting 
CLnJXeAla on tne. mcLt%A.x? 

o In the first column to the right of the crituria for Selecting Instructional EJelivery 
Systems, you will see empty cells. Place a ■■%/ " (light pencil so that it can be 
easily erased) in the cells representing the training setting criteria thkt must 
be met, 

* For example: (See Learning Category Matrix-^Mental SkiUs, Recalling Inforniation) 

It the instructionnl setting for the task is ^-institution," you might check large 
group at a single location, '*or individual trainees at a fixed location," 

— If the instructional setting is -'SOJT/* you might check *'team setting" or 
"small group.'' 

If the instructional setting is "STEP," you might check ■'individual trainees 
with independent instruction at any location," 

= If a particular criteria is not stated, it is because that criteria is not a significant 
factor for this learning category, 



J, 17 



e E 



xample of matrix with training setting criteria checked: 



Responsive Motor Skilh 



Difr'cfutni 

^•■rir.ntj CMtrr,,! IfUftif 

Midi it,u\l irr- lfir=i 




Tfjuitfiq Seiiiiiij Cf^JPna 

* (ndivrd-jdi Trainee at Fiit-d 
Lficaiuifi 

* liiijivifjiidl Tijuiei* y'^ifh hult' 
{K'Mlji^M! hiSlriiCSiiHi j! Aiiy 

* SffijI! fihiuii 

* TL'jm Sfffinq 



j AiJfiiiniiifi^rriv {Ji iiL'i lii — - ~" 

• Smh rjj CrsLifiPWiifB ijiuj Spt'cijl 

Hjrtlwiift' n'?vPli)pffu>nl 

• M.ignifijriti ijf Arqijisitinfi dm 

L«¥V 

High 



pDliVffv Apt3f fjucMi-'i 
nt AH Li'Jrfiiitq CiijitJfhni! 



[JplivPi V 

ApprQiichti 
NOT r MrmiUiM^ 
Cijn5{i!uTij Appii 

■ ny Gu'iji'l iiii!^ 
iifijj Alqurifhm 
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from block 16 



"Adminnifiiivv tuttu.i " 
Mjifiii 



to block 18 



Fiji luftriet quid^ncs. »f bfilSiA 



on thil moMUx? 

• In the same column of empty cells used in the last step, you will place a 'V" 
(light pencil again) in the cells representing the administrative criteria that must 
be met. 

• For example: (See example on page J-20) 

— If you have very limited funds for delivery systems and all your material must 
be developed at your school you would check: 

local - under "Site of Courseware and Special Hardware Development'* 
low - under ^'Magnitude of Acquisition Cost*' 

NOTE: There should be two checks for administrative criteria. 
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from biock 17 



X 



<" Mdt!>! CiifiijKi 



to block 20 



H'-i lit ij AjtpMjfitijTi; 

!il!tiii.iiii\ CtiU'i.j" 
iUjin.Mi, C.iiurjiify 



Ai. rruiiii'et iriciudq ^tiiiiului CMieiid ciL^iH 
SiubejfPijiiiy iiJiiniilv □Bji'tfl .liitf Synibois 
(Miiiiji 

i:iJii.,Mi.Mj(ii^ VtHiVi Miiiilr Shiili (Pht^'Cjl KkiMi; 
Subi Jfi^'ijiiry A[!<ihii^ LejiiiTiiiJ ( AllitiJtit' Ftltihi) 



Houo do I mcoKd the ouppnx)p^ iaZz st^imtLtiM c'vLtzJvia^ 

• In the sarre column of empty cells used in the last step you will place a 'V* 
(light pencil again) in the cells representing the etiniulus criteria tliat must be met. 

• Check the suggested learning activity for this objective. If the activity involves 
sound alone, consider the choices under audio stimuli. If the activity involves 
visual stimuli J specify v^hich visuals are needed. For each stimulus criteria 
applicable to the selected learning activities put a check mark in the empty celL 



# Example of matrix with stimulus criteria checked: 



* [jiUiLuii Miiifi? Ath 

• SmiHith Mfiitif f-i'ffiitrnjiiri: 
Efid ul Trjiinnq 

BhriiiilMl ChlPliit 

• VFiUili Ffif ni 

Alphjnurrt?? ic 
PiflijfFji. Pijin- 
□ biEli. Sulrri 

* Viiui! Mfjwpfftcni 

Biill 

FiiM MnvffTiinl 
Aijrlin 

Vfirce Siiund Rjngf 

Fyil Ssurid Rangp 

Ambieni Suundl 
Orhpt 

InirrMji Sfimuiyt Mrjiian QiiSl 



1^ 



X 1 X 



from blocks 18 and 10 



S.^ XiirMp.Plif, C'.IriiJ ^ 



"titjmpiifiiiy rri(fr,j ' 



* CiirnniM.ly Ciiijiu sjiyly 111 fHpnftiiVf 
friijiot ik.iii 



A l.§»il ^hsk mjik ( V I '4 ".Jiif nil Ifir 
■!Jirifng ai.'ivjifti Uv ilui (itiiR^iivE 
fijl furlhtii aindAnCf. »1 bfJaw 
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How do 1 ^eco^d .t/ie app^opUcUe. aompUxMy cm^&aaxl 
on the. mcLpiix? ^l^^uul 

• In Uie same column of empty cells used in the last step yoi- will place a -J" 

-K L. ( inebL Lntena apply unly to resppnsive motor skills). 
^ For exampju; 

wntmor is a difficult motor act" or whether the goal is "smooth 
motor performance at the end of training," or both. 

• Example of matrix with complexity criteria checked: 
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Stimulus Lnteri^ — 
• VriUal Form 
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Object. Solid 
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from blocks 20 and 21 




Eilmifif "^ififUlrw 
Ujiiii] 




m ill iMsFn^iive >i)inu£lir>ndl dr ,vt^ mxtm Ii'l! qiuyp 
huh meei iii the liiieni tomp' .ly, m iecrifii! fifmip cuniiiii 
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a;/i£Lt oAe. thz aZteJinativg Imt/iucMonciZ dQjLivQA-Lj 6Lj^tem? 

® Look at the matrix for Identifying Objects and Symbols (Mental Skills), The 
altejrnative instructional dolivery systems for this matrix are shown diagonally. 
They are: 

— CAI (with visual display) 
Teaching Machines-Branching 
Progranimed Text--Branching 

^Microfiche with Self^Scoring Tests 

— StudyCard Sets with Self^Scoring Tests 
Traditional Classroom 

— Textbook 

— Chart 

— Automatic Rater 

• Listed below is a complete list of instructional delivery liystems that appear in 
the matrices. 

Audio Only Systems 

Audio Disc Playback System 
Audio Tape System 

Audio-Visual 

Audio Tape W^th Printed Material 

Classroom - Tu\ditkjnal 

Filmstrip Projection System With Audio 

Filmstrip Projec:-ion System With Audio and Adjunct Equipment 
Motion Picture Pi ejection System - Commercial, 16MM and Super 8MM 



Films 

Motion Picture Projection System - Low Budget 16MM and Super 8MM 
Films 

Microform With Information Mapping, and Audio 
Instructional Kit W^ith Instructor 
Instructional Kits for Trainees 
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Overhead Projection System With Instructor 
Sound Slide Projection System 

Teaching Machine - Branching, Still Visual With Audio 
Teaching Machine = Branching, Still and Motion Visual With Audio 
leaching Machine = Branching, With Adjunc^t Equipment 
leleconfert'nge System 
Television • Cable (CATV) 

Television - Closed Circuit (CCTV) Without Feedback 

relevision - Portable Video Tape System 

Cilrrel - AV Equipped 

Carrel - Laboratory 

Computer Assisted' Instruction (CAI) 

Computer Assisted Instruction - PLATO IV Basic; Configuration 
Computer AssiHted Instruction = PLATO IV, Basic Configuration and 
Auciio 

Computer Assisted Instruction = PLATO IV, Basic Configuration With 
Adjunrt 

Computer Assisted Instruction - PLATO IV Basic Configuration With 

Adjunct Equipment and Audio 
Computer Managed InstruLtion (CMI) 
CMl ^ CAI TlCCIT 

Computer Simu lation 

Compuler Sinuilation - On-Line 
Computer Simulation - Off^Line 

GAME ^ Computer Simulation, Solitaire, With Visual Display 

Operational Equipment With Manuals 

Operational System ^ Real Environment 

Operational System ^ Synthetically Simulated 

Operational System - Synthetically Stimulated 

Procedure Trainer 

Procedure Trainer ^ Adjunct Displays and Logic 
Simulator 

Simulator ^ Adjunct Displays and Logic 
Specimen Sets 

Physiological Trainer (Hostile Environment) Visual 

Physiological Trainer (Hostile Environment) Surface and Internal Senses 

Visual Only 

FilmRtrip Projection System 
Microform With Information Mapping 

Microform With Information Mapping and Adjunct Equipment 
Slide Projector System - 2" x 2" 
Simulation - Paper 

Teaching Machine - Linear, Still Visual 
Teaching? Machine - Branching, Still Visual 



Print Materials 

Case Study Folder 
Flash Cards 

Printed Materials - Handouts 
Printed Materials - Performance Aids 
Printed Materials - Reference Books 
Printed Materials - Self Scoring Exercises 
Printed Material - Workbook 
Printed Material - Textbook 
Programmed Text - Branching 

Propammed Text - Branching With Adjunct Material/Equipment 
Programmed Text - Linear 

Programmed Text - Linear With Adjunct Material/Equipnient 
Study Card Sets 

Special a nd Non-Standard Items 

Automatic Raters^ Informal Training 

Carrel - Dry 

Do4t-YourseIf Kitb 

Game "Manual Simulation 

Game - Manual Non-Simulation 

Game - Computer Supported Simulation 

Logic Trainers 

MockupSi Panels, and Demonstrators - Dynamic 
Models and Static Mockups - Small Scale 
Mockups, Panels, and Demonstrators - Static 



Some of the instructional delivery systems listed on the matrices may be unfamiliar 
to you or different from the terms used by your school. Therefore, a glossary of 
instructional delivery systems is shown in Appendix A to thi^ Manual (page J-63). 
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Dli)v|rv ivirnn^iilPtiflv 
Nul Aft'tim hi! htm-.nq 

jlfiffiifig&ifigtjfv Mdfi.ij 



tcj block 24 



miaXU the. puApos^ dnmUng a Unt th/wuqh unavaUUbl 

• Many of tlin dolivory systoms included on the matrices will not bo availabU. to 
your school in the foroscoable future. In that case you can eliminate them from 
your analysis by marking them off on the matrix. 
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EXAMr^LE: 



Responsive Motor Skills 
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nZ ""^^f^f' t° "i^rl^ Off several of the alternative delivery systems and ire 
now wondenng Why so rnany that are presently unavailable we« i^Lcd^,?^ 
matnx. One ita^son ,s to make course development personnel and manafi^ment 
more aware of the possibilities. au^.ment 

SlaWmv^f'''^,^"'^/^'"^'''^ 'y'''""' "^"^"y selected on the basis of equipment 
fmoo^ f ' i -^'^ expenence, and available production facilities, there L other 

anr^anriich'"*'°"r''''l^'^ into account to make betteTlonf 

rangfe plans, rechniques have been developed for the projection of procurement 
and revision costs in a wide variety of insTuctional media Frequen^lv therT"^n 

delivery system and one which has been optimally designed. 
Lwge discrepancies of this nature can often serve as the basis for management 
decisions to embark on a new approach to instruction when it cm be shown that 
^n^ approach will have important payoffs either in costs, time ^S^ns 
nc^es m effectiveness. While it may not be cost effective to invest in a^w 
deh^ry ^stem ^r a smgle course of instruction, such an investment may 1^ a 
■ significant pay-off over time. Data accumulated through time will provide a^ 
n^portant source of information for management in miking better bng t«m 

sys^sar^d techniques often become fashionable simply because they 
aje available In this block, procedures are defined for selecting one or more 
^ aWe media for specific learning events and activities. By u4g this app^ch 
delivery systems can be selected on the basis of defined requirements rather £ 
on the^^asis of availability or the appeal of currently existing Tads 



from block 23 



rQlifitrii IniifiiOiUhdl 



• Ht luHher yJiiljiice -jn s»aftriiMng lU'lurr; iV'tF'ni ill! tiiifiibility ! 
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What tht puApaie extxm^^i^ng eae/i ^mtAuc^tionaZ 
dztLvejiy iystm ok the. matnXx? 

* Now you are ready to use the algorithm whicii has been set up for you on the 
matrix. As you look at each delivery system remaining on the matrix you will 
be noting which ones have X's opposite the criteria you have checked (%/) in 
light pencih 

* The delivery systems which have Xs prerecorded for all or most of the criteria 
you have checkea (%/) vvill become candidate delivery systems. The training setting 
and administrative requirements will be the same for all learning objectives within 

a single task, or even a group of tasks, but the stimulus and complexity 
criteria may change with each objective. It is necessary to note all the X's in 
the rows next to your checked (s/) criteria in order for the algorithm to work 
correctly. 

* Flowchart blocks 24 through 36, which follow, will lead you through the analysis, 

NOTE: You are to deal with only one Instructional Delivery system at a time as you 
work through flowchart blocks 24 through 36 
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to block 27 



ma,t dazM the. maXUx look Uk& whe.yi a dzU 
me.ejt6 the tJuUyUnQ 6ttting cJUteJUa? 

EXAMPLE. • 



veAy 4y6tm 




* DiHiculi Mfirtif Ach 
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OJlicit dcei) t/ie mcLt'Ux loo 



EXAMPLE: 
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u,il rrj,np.^ with hifjt^ 



I if E]L' iihV.ll} 'Jt Slfffjli: L (if jfl 
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• n-fhciiif Mniur Aeii 

* SfiiLirtlh Muftif ppHjjirrjjiiEe at 
End of TrjifiKig 
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WluU doe.6 tilt mcut^ix lock Ctbe ivlLm a deZtvcAtf ^ifitm 
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Wkixt date the. ma^tJulx took IMui lAjka^L a deZlveJuf 6t{6tm 
meeXA tht aompte.ziMj cA^LteJi-ia? 

EXAMPLE: . , ^ i . f 
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o You have reachoci this bloc'k bmmiHv tho d.^livnry systoni vou havo hoen oxamininK 
has an ^'X'' rocorded for each criteria you have chec^kod. Therefore this in a 
candidate deUvery system. 

o Since it is puHsiiile to have more than one dehv(^ry system whijh matcheK all 
yuur criicna, leave ripac.^ Cu U.i one or two uLhers in Sectltin III (C). 



^ For Example: 



DELIVEflY SYSTEM PUHHIflG i... 
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to block -1? 



Wha.t U tilt puApo ht o loobLiig at ati i/ie actLon 

o It the learnini^ oijjectives for this task r^*quirecl a widt* variety of learnin?i activities 
diw to belonging to several different learning eatefiories, then you may ii.ive many 
ciiwerent c^aruhdate lielivery systrnih, Hn\vM\rr, ii l-- nut lik(*l\^ thai "■- ■ ■j \vouki iis?^ 
more than two or three dulivery systems fur a single task; more lik^dy you will 
be restricted to one. In this ease you will have to select the delivery system(s) 
wiiich appear most frequtnitly amonK the candidate systems you have listed in 
Section III C. In this step you are cheeking to see how many delivery systems 
are candidates for this one task. 



J. 40 



fic/n liiijc:!-: 1 
I 

.J- 



m do I 6eX&ct tli& b(ut ddUvdiy 6MtPm -f,on thO 
g^ujup 0^ obj(LctlviL6? ' " 

- SHU., you have mo... than on. candidaU. delivery system, vnu nnod to make a 
fur.hor analysis to detormm. which system(s) is most practical in your situation. 

' tl^'fnu'.^^nf '"^"'"'^ for o„„ or moro of 

thfj HJiUnving roasons: " 

^= MHMiniiUiH^^^ Tho loarning RuidGlines cannot be nasilv 

i';irni'd out with tht! medium, - 

2. HtatP^of=the=Art: The basic mudium is under devoiopment or being tested 
and may not be available for practical application by the time it is required. 

'-i. Size of Systern: Some media are useful within large training programs 

others are suited only for small progTams (and therefore may notf be suited 
lo inn size program being considnrecL) 

■1. McMfewit^^ Many now courses must b« designed to fit 

into existrng programs, which places constraints on the new courses- eg' 
oquipmont on hand, available classrooms, scheduling practices^ etc^ ' 

" Media which require long lead times' for development 

may not be useful when schedulmg does not permit a long development cycle. 

b. Budget Cj^eConstn^ While the application of some of the effective 
rammg approaches, such as CCTV (closed circuit television), may result in 
ow costs per student graduate, the initial investment is substantial l^ule^ 
hcse resources appear in existing budgets, the application of these techniques 
i<' .ui immediate proljlem is not feasible. -^uniques 
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7, Aji(^M^)n nl' lnn{ )vi\\j)u^:: Frojert ionm :iwmhvr^ LVVi^/vntly rc'sjsl innovaticHis. 
If the i^roposed media is significantly ciiffurent from existinp techniques, (MLhor 
uduquaLe ri-;ovirces must be (oQumi^ Upon gaining accoptancu for the innova- 
tion, or a more traditional approach must be selected. 

8. (^oursewnrp novolnpniPnt : If th'^ courseware if to he locally clcvr^lonc:! 
Hkilled personnel equipment, lime, and dollars must be available. 

9' High Cost Alternatives: Tht^ projected life cycle cost of a media approach 
may be significantly higher than other equally useful alternatives, Fteject 
high cost alternatives, 

10. Learning Style of Trainees : If trainee has low reading ability or would be 
limited in his ability to use certain kinds of media, then reject these metiia 
as inappropriate. 

11, Other Co nstraintH: A variety of other practical fac^tors Hhouid he (considered: 
e.g., command policy and existing investment in production facilities. 
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o Tlw d..liv,-ry syst.-ms which you rojoct may he crossed out in SPrt.on III (fM if 
:.u[)CTvis()r or (niwr iHTHuniuM roviinvitiii your annlvses. 



EXAMPLI 



DELiyERY SySTEM pyilNlflS SHEET 



! I 
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frOfTi blocks 42 on Li 




Mi:-'- A 



tu block 45 



HoiO do I .leco^d ,t/ie .Aeteated del^lvejiy syitm ajid 

« ri[mrc nas noon providud in SecLion II (A) fur iiu; delivory syslHm(s) selec'twl for 
prcsentinK the inslruction for this taslt, 

o HpM-v has bocn providnd in Sctjiion II (B) for your ralionalo. 



EXAMPLE; 



ISD III 2 Specify Management Plan and Delivery System 

OELIVERy SySTEH PLANNING SflEtT 
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Z*\ttl Whglr CfiuriF 

to block 47 



Gq la 
9 



Wow ^ tkt whole. couAMQ, deMv2Ay 6ij4>tm ^eZdcXed? 

• HavitiK completed this detailed analysis for every objective of every task you 
have arrived at the most technically correct and practical decisions. 

• After your supervisor becomes familiar with the instructional delivery systems 
you have selected and your rationale, he can consult with management. Ideally 
your selections would become final; however, the final choice will be based on 
a cost analysis and certain administrative factors, irrespective of the'technicallv 
correct solutions. - 

• Your goal has boon achieved when you make the technically correct solutions 
After m^anagement becomes aware of them it becomes their responsibility to make 
more of the alternatives available in the future. 
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from block 46 

MinijetiiShr Ptm 



* Fur iiiiuMiiii.ijf* iii.iui ^iii ,i ,nJi,!fttj ,n thf SMP ind ^^ife hi ut^ii.r. quidtmi 
hfhflijyw 



to block 48 



OJfiaX U thz Sy6tm Managme.yit Plan? 



9 The System Management Plan provides details of system decisions on how the 
mstruction will be developed and implemented. It includes: 

a) Instructional Management Plan (See example in TRADOC Pam 350^30 
I1L2, pp, 146 through 161). 

b) Plan for developing instruction, 

c) Plan for evaluating the system. 

• For more information refer to TRADOC Pam 350-30, 111.2, Specify Instructional 
Management Plan and Delivery System. 
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ftom block 47 



48 



tJihif iSp airjcki 



• U>jMn^ (tif dd'vify iviiiii" uiKEiiOf! prgcfii mliM 
iTijimti iTiiy hi«f b#fn nhflme'l ihii wtiulil be uulu! 

lift) Siftl'lifly. iMftMfniiitin m«f fiawi bfen fitjitinlil 
itiil wuylil tjw uiifyi !ij pafiuriisyfii! <%iil he tn^i|Pd 
iii InijfueiiNtiil SvilBffii DeMttjpnicnf utpt (tuf 
lijNtiw ihii UMf 



• Cmnnifnii ^rf rfcf.rf!rd and lubrn.fijtf !n 



r 



making In otheA ^ttpi> oi tke. lyutKuaMonal system 
d^v^opmznt pAoaeAS? Houo do I /teco^d thm? 

• In order for the Instructional Systems Development process to work effectively 
it is imperative that there be forw^d a nd backvyard communication betv/een the 
people involved in the process. At some time or other you have probably com- 
plained about the input that has been provided to you. Sometimes, you may have 
had to do work that should have been performed in previous steps. 



IT IS IMPORTANT THAT YOU FEED THIS INFORMATION BACK 
TO THE APPROPRIATE PEOPLE SO THAT REVISIONS CAN BE 
MADE TO EFFECT IMPROVEMENT IN THE END PRODUCT. 



® In your research for this step of the Instructional Systems Development process you 
may have discoverod additional information that you think may be useful to people 
who will be working in steps that follow this one. If so, it is equally important 
that you pass this information on to appropriate people. 



REMEMBER^ COMMUNICATION WITHIN THE INSTRUCTIONAL SYSTEMS 
DEVELOPMENT PROCESS IS CRITICAL FOR EFFECTIVE INSTRUC^ 
TIONAL DEVELOPMENT 



A copy of the ISD COORDINATION SHEET can be found in the back of this 
manuaL Make sufficient copies to enable you Lo send one to every individual 
you wish to communicate with-^plus copies for your records. 

Complete the ISD COORDINATION SHEET in duplicate. Send one copy to the 
individual and attach one copy to the package of DSP Sheets, 

J-47 
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SAMPLfc DSP SHEET (front) 

ISD III 2 Sp.c.fy M„n4,.„an, PUn ,nd D.Uve.y Sy.l.m 

DELIVERy SYSTEM PUNNING SHEET 



lOSP SdMil 
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SAMPLE DSP SHEET (back) 
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Identifying Objects and Symbols 
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Recalling Information 
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Training Setting Criteria 
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LEARNING CATEGORY MATRICES 
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Hifdwifi Devgldprnlnt 
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Sfimului Critgrja 

• Visual Form 

Alphanurniric 
Pictorial^ Plane 
. Ob|t£i, S^lid 

■ Visual Movimtnt 
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■ Audio 

Voiet SQund Ran^ 
Full ^und Ran^ 

• Othfr 
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Tactile Cues 
iitirnal Stimul 
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LiARNINP CATEGORY MATRIX-PHYSICAL SKILLS 
Gross Motor Skills 









DtriieiiOns 

PlJCi' a ■■ s/ " (Mnht 

siMU.ny L'fitijiui iroWs) 
ihiit nujst bo m%i\ 


Ali»;fnoi!ve i nsir utlignol Dulivury Sysiums 


Dyiivery Approiichus 
Permiinng Afiphtijfjon 
of All LiMffiing Guidohnns 
•ifid AJfjflrilhm 


DiHiyt*ry 

Approadhiis 
NOT PyrmMting 
CamplDiL* Apph- 
cutiOfi of Leijf n 
irig GuiritHrnus 
iinri Algorithm 


Cfil'Ti.j for SiHf--t!!ng \ 
Instfijcdona! DMliwt.'fv Systi^ms \ 
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Training Setling Criferta 

• individual Trainee at a Fixed 
Locaiiun 

• Individual Traineg with 
Independent Initructfan at 
Many Locafioni 

• Small Group 

• Team Setting 
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Adminiltrative Criteria 

^ Siie uf CQUfseware 
DevelopfTiint 

Local 
Centril 
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LEARNING CATEGORY MATRIX-PHYSiCAL SKILLS 



RespDnsive Motor Skills 



Dtfi'Ciiuni 

IHIflLil} in tKj^l'i ffpfU 

si'nfiiHj rriK^fiij jrn«Val 
fhnf ffiust b*? imH 



insfj utfroriitl Dt'livufv bv*h»ni5 



rnifiirnj fhii ApMlit,iliun 
« All LPdrniiMj GuidHhfuJ^ 
iirul AI{jnMihni 



A{j|:ii0.ich!H 
NOT Pt'rmiifing 

tuifiqri uf Li'iiffi 
>My Giiiiif?hnL'5 
.MtiJ Algnfilhni 



Tf jittifig Seliiug Cfil^Mii 

• individual Triines St Fixud 

• Individual Tramgg with Inds^ 
pendint Instruction it Any 
iDCiiion 

» Smill Grpup 

• Large Group at Smglg Lpcatmii 

• Tfam Salting 



Admtnjstfitfve Crittria 

* Siig nt CnuFsewsri and Special 
Hirdware Divtlppmgiit 

Locil 
Cgntral 

Magriitudg gf Acquisttipn Qoit 
Low 
High 



Cpmpltxtiy Cnterii 
Difficult Motor Acli 
Snfuulh Motur Performance at 
End ol Tfiining 



Stimulus Cfitefis 
Visual Form 
AiphinumgriE 
Piciofial. Ptme 
Object, Solid 

• Vi^uil Moviment 
Still 

Full Movemgnl 

• Audio 
Voici Sound Range 
Full Sound Ringe 
Arftbiint Soundi 

ft Other 

Tactilf Cuts 

Inttmil Stimulus Motiori Cues 
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ATTITUDINAL SKILLS 



Attitude Learning 









Alternaiivn 1 nstruetiQnal Dahvc^ry Systems 




Direction!. 

Place a " %/ ' (hght 
pfificil) jfi buKUs rf'pro^ 
sunt ifig nn tor ia (rows) 
thot ftiust bt' met. 


Di'hvory Approachus 
PefrTiitirhg the Applicdtion 
of All Learning Guidelines 
and Algorithm 


Dehvfiry 
Approachys 
NOT Permitting 
Compieto Appjp 
cation of Learh' 
ing Guidehnes 
and Algorithm 


Criteria for Selecting : 1 
Initruciional Delivqry SyitemB 
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Training Setting Critena 
















* Individual Tfiineeat Fixed 
Location 
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• Individual Trainee with Inde^ 
pendent Instfuction at Many 
Locations 
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Administrative Criteria 
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• Magnitude of Aequisitfon Cost 














Low 








X 


X 


X 


X 


High 








X 









1 ^ 

J.58 J- ^ U 



flcf:.r,;,r,.. 'ihr«! 



1 tJhii.-i D»ii»r", 



lii ^K^ 



Mali., Ci-.ni 



Rectj'ri Ajiiiinpn ill 
Mdtr<>; 



J.J 



ERIC 



---4- 



l=.t.= =!.}Cjh:;r''t vj^ 



! 

I 



J-60 



ii2 



tfip Dslrvcfy 
I'Wt.ihi III ICI 



- -J 



ERIC 



^3 



J.6I 



ERIC 



AppendiK A 

GLOSSARY OF INSTRUCTIONAL DEKVERY SYSTEMS 



Audio Only Systems 

Audio ^isrj^a^^ - An aiuii- systi^ni that mm a wvard player and sauncl 

nnxmlvd on a cUhc (rucorcl) that may bv lAnyvil back upon requnst by a listenor. 

fM^^!j^ ;rape j;yHte m ^ An audio syHtpm that uses a tape rocordur/reproduf^er In 
rt'rnnl Mnmd on mai^neiu; upv thai may ho played hauk uijon request by a lisu..er. 
(HetJ t(j reel, (Uirlridge- cassettcM. 



Audio-Visual 

£i!:^^^T^pg Wi th Printed MatGrial ^ An audio system that uses a tape recorder/ 
reprndueer to record sound on magnetic tape that may he played back upon request. 
Printed materials such as texts, worksheets, PI, schematics, test materials, etc., used with 
audio tapes offer a variety of training applications. 

Classroom - Traditional - A classroom designed and equipped for an instructor to 
lecture, lead group discussions, conduct p .per and pencil tests and use instructor con= 
trolled audio-visual aids. 

Filmstrip P rojection System With Audio - A sound filmstrin projector represents a 
family of audio^visual devices using single frame visual filmstrips with sound on magnetic 
tape or records. Visuals and sound may be manually or auLomatically synchronised, or 
be completely independent of one another. Commercial equipment options include front 
or rear scrtHMi projection, remote and stop action capability, and cartridge loading models. 

Lllmgtniij-r QjectiQn System With Audio and Adj unc t Equipment - A system for 
presenting information via a filmstrip projector and synchronized audio tape or film 
sound track. The use of adjunct equipment with the AV media provides the capability 
for a variety of ^^hands-on** training tasks to bo performed. 
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m}fl-\mmlll^£lllll^^y- r'.)min£ruia]^l(-,iM aiui Kup.T 8MM FU.ns ■ 

A nu.uon piciure projuciiun HV.t.in nnplying tlK^u=.o or I^^«;,nally „re,^ir,^?^„„,,= 
cial l(,mm of ,^ ,nm .sound mot.ur. picture films for tr,,inini,', Apr-niin-iaU. mmm or ' 
s>-hniin projector and itrnjection scrcf'n are inelucls'd, 

Motion FietiireJ^jecuo^^^^ ^ on^j^ . 

■ ■ motum pielurc projc.clio„ syst^.m implying fhrGse of boalh^^cHlur .illl^il^nio. 
Pirlur.. Urns for training. Such fHniH are aeeeptal,le for truiniiiR, bui often luck llie'in-o- 
te.sional quality of oonimerrial film.. Appropriate Ifimm or S-8mm projector and nro^ 
jeetion seri>f.n arc included. " " ' 

Mirrnforni With I n f. n-pi i i n., . . : ■, ): 

: . - - ^-;'--':'-:-^'-:'^"i:i:liCr^_" c^iOu = u_~ 1 1 ic 1 1 1 , .nrcLicai cui 1 i lyiirau on 

ol a trauunH sy^iem lo support individualized instruction composed of microima-erv ni 
an mlormauon map forma,, a microform pro; .,„r. an audio tap. i„ a casseu. and'an 
Hudio cassclte [dayljack unit, 

^^tructim^alJ<l^lt!lJ^^ - A ttuudung kit desiRned for specific subject area 

instructional support. Kit allows the instructor to use a varied or multidevel t.ichin.' 
...,...gy appruacn lo ni.iruction In' including apprupriatc visual aids, audio tapes, mmels 
cliarlH, d('nionstrators. relerence and test matorinls. ' 

mnu:Uon^^ ^ n^o^HUar instructional kit designed for sturler, 

that contains all materials rec,uired for a segment of instruction. Kit may contain pro- 
gramm<.d inHtruction, audio vinual materials, tools, materials, typical samples reference 
materials, and testing materials as approiiriate, 

-^^i"»_S y«tum With Instructor - A system consisting of a horizontal 
tage projector designed to use a vertical throw for focusing an enlarged transparency 
mage upon a projection screen. An operator is normally required to change he 
transpureney and furni.sh verbal commentary. - - - f, 

SouncLSliiyiroi^^ . A .system for presenting information to moans of 

nn audio taiie and a series of synchronized projected visual slides. The u'.e of adjunct 
equipment allows the system to he used in support of "hands-on" training. 

JeachinK Machine - Bra nching, Still Visual With A udio ■ An instruction device com- 
t)osed of argc step mtiltiple choice programmed instruction frames (still) with synchronized 
sound and a manually controlled device to select, sequencre, and display program frames 
in an order de|)endent upon tlie trainee's last response. ' ' ' 

, , IjjlHiHMlMljniLU^ a nd Motion Vis ual With Audiu ■ An instruction 

device composed of large step multiple choice programmed instruction frames (still and 
motion) with synehronized sound and a manually controlled device to seh-ct sequence 
and thsplay program f rames in an order depeiidont Ufion the trainee s last response. ' 

TeaehhigJ^ja^^ With Adjunct Equipment - An instruction device 

composed 01 large step multiple choice programmed instrtietion frames (still or motion 
with or without audio) with a manually controlled device t,o select sequence and display 
program frames in an order dependent u|,on the trainee's last rcspon.se Associated ' ' 
with this equipment is a s.-cond piece of equipment, such as a mockup, which i« the 
subject of insLruction and is operated according to instructions from the basic teaching 
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^IVlue:()nrur(Mir£j vsuaii^ - A tultM-omnuinii^at i()n syrfu^ni that allows atulif) and visuiil 
iwf)=way commiinicatinn hoV^svvn tw(; or more rcniotr jufaiioiiH. 

jVlovlHion ■ V'AhXv iCATV) > A hybrid (X'TV sysK^m offVrin^ .scUcotivr, muliipln 
rhaniu'l, fiu'odod procrrammin^ tu ('af)k> network patronH, A tvnical sysLc^m c^onsists 
ol a sicrnal receiving antenna KyHtem for the master ntaf ion and relav c)!' ampliiuHl sienal 
ehannnls via an a Hul)Sf ations to syHtum Huhserii)erH. Proirranuninu may also be ^-neratiHl 
and transmittrd bi^wetwi substations orfVrinu nuilti|)le ciptions for eonfenau-u or trainini^. 
Prf^iiranis 'axv -ncocled for pri\-u-y and contrcd of viewing ali(^t^nel^ 

^Tc'levisiun ^ Clriaiit (CXTVi Withfun Ki^^lliaek^^ vrv\J xvithotn bMvlhnr-k is 

.til ia.M-rnnir i ran^du^Mcn . sy;Ut'ni lor iniaaes and sounti' usin|4 a eoaviai ('al)h^ (Hstribution 
syslcni. Hystt'm ch^si^n in^'luch^s one or niure stiKUos or cnntTol rooms, a siiinal (bsirilii^ 
!inn rt-UMr. anrl signal tbstribiitiun cabh^: tt-nninalin^ in rrcepLicm art^as LH|U!pp(Mi wnh 
O'cMavc'r^iiionitors. Off air, livt^ or vkleo tai)(Hi pro^ramH may bp ustub 

lVk'Visjon_-J^)rOU2k^^j^ A low eosl virleo tap(^ rneonUnu and 

playlKu^k syst-m whirli is -'!rronta:::ed nnd |M.^^lab](^ 'rypirul ^y^rm:^ iM)ri^i.i ..W -n- 
or two mobik^ viflipon canu^ras, smuk scan vidt^) tape recorder (B^W^) arid a monitor 
nH-rive(b ImmccUate area programming aiul oji^Mi broack-ast reeeption and recordini^ is 
standarcb 



(^rel - AV K(} uippcMl - A small taiclosure or alcove Incorporatini^ a desk used for 
incbvichial slucnt^s, supplied witli audio and visual materialH and supporting equipment. 

(aim^l - bab oratc?ry - A small enclosure or alcove incorporating a desk, to i)e Uofd 
by one f)r two traintH'H and efpiippcHl witji a set of special tools and materials for carrylnfr 
out a hands<)n learning event. It may include audio^visual systems. 

ComputfT Assisted Instruetio n (CAI) - A form of individualized instruction that: 
i'niploys a digital computer technology to manage and display information to a student, 
accept stutkait responses, jirovkle knowledge of results, and select suiosequent learning 
events, 

iifjBPM^-^^r-^'^^^^^^^^^t In struction - PLATO IV B asic Configuratio n ^ An individualized 
mm[)utcr i)ased teaching system being develo[ied by the University of Illinois at Ur})ana^ 
Champaign, and includes up to 4096 terminals, a communication network, a eentral con> 
puter and the author language TUTOR. 

£l^iD)PilLi:Li^i^Ii!^jlji^^ Configuraticjn and Audio - Syst.eni 

inclufk's basic configuration of PLAIX) FV plus a nmdom "aeeess audio playback system, 

a)nipiiU>r^ Assisted {nstrucitioi: - PLAl^O IV, Basic Configuration With Adjun^J^ 
lupnpmt^nt - hK^hides the baKic terminal with externally connected auxiliary equipment, 

Computor Assisted instruction - Pf.ATO IV B asic (Co nfiguration W ith Adjurict 
fCfjuipment <ind AufUo^ The hnsic terminal with externally connected auxiliiiry ^^ipmeril 
inclu(h*B a random accoss aucUo playback system. 
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"liMiMc an<! uivf him ir.u.rnia! icn ahm,! ;i,.i,H„-, „.•„.,,, ti,,. ,i, .... "' 

.■axuT ..v..,viM.s ur auiomaiu-al!y ryH- him a lii-li,.-- w.iumM- os.Tri,.,' ' ' " ' 



^I'l-'' 1 liiW It y v,-i,irh ran iuii ii i!ia:.:iLii. s 



i ■ aiiiiii 



, ;•*" ■ .n nin.<-i uH.Tlar.. wiHi ih,. rnnipuirr a. pan ui thr 

^'1- ' -^ii- ^lit- riirii mJ ills in puis iijXifi tiu^ ^ysirm firii^m si 



^ ^ ^■""H>ut..r ..nu.la,in„ pnwam, <-,„.r l„s „wn varial,!,. 

.->.^M ni uikI.t a varu'ly iil rt jntl it lon.s. .iiiiuiaiiu 

(;aMK . C u„>puu.,yKimulal.muJi^,liUu^^ Visual Display - Any c.ni.M 

th-' " ^ ^■"->^^^H-ti--i attachments wh... 

<om..i a ,hiiani„. mndvl ol snm,. real world system or lUvnt, 



i-nr m^;"; ""^li^'"';;;-'^^^^ operational ..,u,pment hem, used 

:\ I ]' ' purpo.,.. wiln 11 uppuriinK terhnical doeumentution siu'h 

t-x. nil. . o, tuKk, [.sually assanate. with individual training loadinK to team training. 
ih^orMmnul :.. A.~^ . operational svHtem used for trainin>. 

lull task, suh4*'nni mnlii-U-im ♦r-rnM.-. i ■ ^ . ^ - --^^'^ 

inherent in trainer '."we. ^-n.lunations therc:of. A perlormanco aid i« 
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' Hi! 1 a| M iff M if;:!; >.\-y li, ! iv in! HI" - I ■i: I h 



I Ti " =. I I if* ■ 1 } i: 



^Mjun*■[ J.MHpi,iy-- ail'] Ij r_^ir 

^! • , i '1' i ran-. : a ni : y nt- art ^ -fi i <\r^- 
' iMM-ralUJiia; iiar' h=/ari'. I raniMr 

' i ! ^ \ .aa^ ai> cni a: la ai: a ai m ; / -na 



iii"'' /aanna ha^ aornail. allta'jKa 
■t'-^;^ ' r- M)M[nl apprraaaaa 

N:a 'aiy-, ,ii It ! ana! * i ; ara -(i 



aa.i! 



f Hi-ii "Mvir. . anuMil in a Innnni^ siiiiaii'aa 
1'^'''"' 'M*' ai ip! arai aa- aial pi^rff aana^ ■ ^ o:' 
rijiiipin*au ;.y.M<'na May hr {Irsjufiad fur [aa"! ia:-= 
traif or ((/iii [)inai imus ihaiaair. 



i siiiuilah'N ! iv' 
* > p^ a^a t ra , 1 [ hrmnh-s a d\aiaiiiit' 
^ ' p-i ^1 > '• r. i a- n | jt a\a a aial 

inr^k, suh-iraiia haina niult!=u=ain 



'^^'^'^'^^^-^ A^iu^:u1 Di.play. and Lu^a- ^ frainniii hanlwar. Uuil i. dasmne.l .p.aafa 



'''"I^" purpu.P, h) siniiilalo oparai lOiWii aciuipnaau -sv^tains or portions t 

"'" '^ -inulai.. tla. up.raiionai .nvirnnm.ni ,n a mnnin, sHuatinn. Wh.n on.rar.n 

' aiu 1- .iiiii piTiumiain'c oi -;i'ii'i'u.( j a'-iiMH'!'-- o*' 

'n,. 'iprnitMHuu .'(|uip,n.'nt/.yst,.,n. May lu' ,ivsm>u;l fnr nart ta.L- f,H' l.^l/ ' 
-•'p. MHUti-i.ani iraining <,r <nn,h,nat.,uns ihonH^f, A.ljunrt displays an,i I<MMr. niav'" 
-ylu.K. ...onnL: atuu-hnu.nls, adaptiv.. .ontn.l, automat,, (lnm(,nsl rations .nhanr.rl d,.- 
Plays. autnmat,.n hnHnm and ■l-hn-nny .apal„lny, aul..,mat,r ,-oarhi„u. rrmrxlial .spr- 
cisi' prcscri|it Ku;... or loilow-oii assiL'nnicnlH, 

Sp.Ham,.n SHs_. An .„sl rurtiunal kit , n„taini„M Hampl.s of sinnlar itt^ms l,c,UHis 
..r n,al,.rials that may t^stod or ,valuat,d for idrntiriratH,,, , ,,uaHty or t,yp.. ' 

l'hy^a<n<p,,al Train.r ai„si,l.. Knvironm.m; , \1sual ^ A tram.n, d..vi,... d.smn.d to 
Pla,.. ..,.uroll,.d stn-ss or, ,h. huma,, vasual syst,.„is, Lhrou.h t!m us. of .hvs.olop.all v 
■tnd.or psyrhoh.mrally advers,. or low threshold visual s,unals, K, .,„al,U. a tniin,.,. to " 
Ifani t(j luih iiijii in tin.-, adyrrsc ('iivironmcnt . 



Physiol,,uiral Trairn'r ai<)ail^.w,r<H^ H.msi.s . A broad 

rat^Kory o , nnniniy l-.v^-ns d..HiKn,d to pruvid.llm c-utaimous; kmeslKKiPtui olfartorv 
.-..sors w„h pl,ysioln«i..aliy attd/or psyrholo„u.aliy adv-rs. signals, to cnahL a t.raim.' ^ 
fuiirtiun m adyrs. prossiircs t..mp,.rHl.ur,. pam, or diHonnntaUnK motion r-nvimnments/ 



Visual Only 

iMiiasirai, |'rjjjiH:ti^^ sinul. tram, proj,<'t,or or atta,hm,nt thereto that 

w.ll ac:,..pt a !,|„,stnp format and proj,ci th, film imaK,s upon a vt,winj. H,r,.n. S.,. 
Sound I' ilmstri|) i'rojpctinn HystciM. ' 
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medium oi mtniduction with the additional requirunuMU that viuih Mock of infc ^^mation 
bo rdParly idontifiod as introduetion, ove^rvimv, test, nmvv, quentionH, index, and othcT 
disurKc titles, and that each type of information he poHitioned in a stanriard ioeatinn 
within the medium format. 

Mieroform^lLl]Jnrqrmati^^^^ Adjunct Kqiiinmenl ^ ^I'he theoretic-al 

i:oiifiguration of a training syHtem to support indivklualizud ir^trmaiun vompowd of 
mi(;roimag**ry in an information mtip format, a mi(Toform projector, and a piccc^ of 
auxiliary eq uimiMMii. sui^h an ii mnr-kur), whjf^b i^j i\ n'. ^r-^^-' ^^"c^ u.n 

SlidtyProjectur System ^ 2'^ x ^ A class of sinEilc fran. )irture prnincMnrK flint 
will accept a standard 2" x 2'^ slide and projert the (^cnUainecl image upon^l viewing 

Himula tion - Pa per - Thv rcpres(>ntati()n of selected dynamic charaetcrlHtic^H of a 

-■'•'^ ^'-'i- "1 i.iaiift, uu,H->, huuic p/HiLoi^rapfifi. urawinKs, aiid lisw oi pcr- 
Eormunce eharaclerislirs uiu-.t sponificd (■oiidiiions. This informaiinn is prescnlcci in 
such a way that thi> trainoe can study tlic initial porforniniKJo oi die Kystom, change 
inputs to or olcmontJi within the system and note changes in tiu' performance ol" the 
system. 

j'oyhing Njac'hiiie - Line a r^ Still Vis ual ■ An individualized inslruclioii syslci.. com= 
|K)sed at" a fixed linear sequence of small step programmed instruction frames (still) 
ajid a rnanually controlletl device to display the information. 

Tt-HijMJIaElliiTll^ Still Visual = An indiviciualized instruction system 

composed of large step multiple choice programmed mstruction rrames (still) and a 
manually controlled device, to select sequence and display pro-jram frames in an order 
dependent upon the trairu'e's last response. 

Print Materials 

Case S^udj^hier ■ A folder of detailed background information on a problem 
rcqnirm- a decision or plan of action; to be read by the trainee prior to his (1) making 
a decision on how to resolve the issue, and (2) participating in a critique fin various snlu- 
tions. Various forms of folders are used in support of such methods of instruction as 
the Case Study, Incident and Indjasket methocis of management and leadership) training. 

J^shJ^^ards = A set of cards designed to be used by an instructor in front of a group 
of tramees to drill the group in the recall of memory type itdbrmation. 

Fnntcct^Iatmj^^ - Handouts are a class of printed matr-rials issued to 

a student lor his use and retention to augment regular instructional materials They are 
usually instructor prepared, machine cofiied materials of me or two pages highlightin" 
specific topics or updating existing materials, ' ' » 

Printed Materi als ■ Performance Aid ^. Performance aids are a cla.ss of print^'d 
materials that aid in job performanae by providing data that should not be committed 
to memory, sugh as ehocklist rcnitines, tables, equipment test tolerance matrices and 
tne like, . - ■ » 
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r^^'H^'^i \[H^^'^iil^i:..^J^.^^^ li^'lVrtMicf^ hooks art' :i t'iass of printc'ci materials 

iisi'ci to iilfniify rpriain ia^-ts or fur bat^k^rouno ininrfnaiion ^urh an clict HHiarioH, laicyclo' 
jK'dias or tj'chnical poui )hrai lo-i^-. 

Printed -^^^^t^^^Hijs J j<j;{^jvm 'i^ Coh ans - li'^U^nnu^i^ rhans an' a clasH of [jrinli^d mauTial 
PHionaily or ^^co-rapiiiralk ciuulayinuTlata o. ai.auify ri-nain tiwiH or for Imrk^ 

uroutiu inf*naiiaia>n, Ini'liaii'd arc data rharl;^, srhi^inatir (iia^ranis, lopoicraphiral maps. 

^ '^"^^^^ - ^i j" Srorum rix» -rris^>s - Scif sforirm nuUiaaals inrludc' i-xcnast's 
liiid canzzs'- ';.v O in rnnjunrtion with siandard tauTiciilnin, proiiraiinnrtl inslruc-lion or 
jaorpt'iui-ni ly. i nc fiash irHiudrs i'iiHaro^rapiiic or nairk st'iisi^ niaiiaaals sc^f)riK.I liy k^s-^ 
or (^oaiputpr, [siairh mark anfl oihrr mtu-haiiiral ,.rnr<^ indu-alin^ i-quipnaaUH. alianiirally 
srorcnl mat. trials, dr. thai hav(^ Ihi' (■apahiiity i)f prinatlini/ m^ar itiinicdjalo sliuU iit fta^d^ 
i)a!'k wjtiioiK thf' iist^ of [)roh)n^t'd si^jriiia prixa'diin^s. 

PniinHl^jXhUmal - Worktiook ^ Workhonks are ckiss of prinh-d niaPTial mrd to 
aUL^intait or wpliui^ rf^guhir iiislructional ic^xts by [^ro%adiii<4 a mix of loKi information 
and !)nu'tica (^xortasrs widiin a sirmU^ book or rnaiuaiL 

Printed Mat(Tial - d^^xthook - 1\'xd)of)ks arc a ckiss n( printcHl matiTial dcMiliriR with 
a subject of study, intcnrlcd for ust^ at a spccaficd Kh'cI of instruction and uschI as a 
princijjal source of study. 

Pr()grammc(l d\*xt^ Branchir^^ A printed tc»x! ccinlainia^ fram(>s of infnrmatu)n 
and nudtii)ic choica^ c|Ucstioiis coni'cniintr the u-ifornialiou, or^nnizvil in such a way that 
the trairuH'^s choiv'. of rcspoiiso cUrcct:. him to rcnuHlial frames c^r advanced maLeriab as 
af)propriatfc The niaterial is (^ar(d\illy sequeniaKi, tested, anr! roviscd to ensure that a 
si)(H'ifi{^ student population will achieve stated h(diavioral ohjectivi- with a predetermined 
level of suecess, 

^'fftfliiiJl^jl^J-^'^-^ ^ Hran(dimg Willi A djunct ^lat^Tial/IL qui p^mMlj^ - 1 Jsed with udjuiict 
mat(Tiais or tHiuipnKMU, a wide range of traiiiin^ applicatfon is available. 

Progranunt-d Tex l - Li ncuir ^ A printt^d text containing a fixed sequence of Hmall 
frami^s of information usually in the form of cjueHlions re(|uirinu the trainfa^ to ccjnstruct 
a simple writttMi response, which is immiKliately evaluatiHi. d^he material is carefully 
sef|uenced, tested, i\n<\ rfwised to ensure that a specific^ sturhait population will achi(wc^ 
statfHi i)ehavioral ohjecaivc^s with a predetermin«Kl ic>vel of suc^ra^ss. 

IVo^ramnuHi Ti^xi ; Jaiiear W|th AdJun^ Nhitcm ^ Usc^l with adjunct 

mattTial or tK|Uipment, a wide varicay of training applicatlori is iivailabkx 

SURly^ ^ dca:ks of cards desi^ncni to preMait tt^iininfr information 

to an individual student. 
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Speciai and Non-standard Items 



. mommi^^ . A H ... Hc.aro-ni.c:hani.ai r.^pons. rating 

dimvv, used primarily for informal nd>psher type iraininK. Tvni.allv, a gaming appro.c'h 
IS used U) offur mullipi. chowu iypt^ mic^stions Lo ihc^ irain^.s' Immodiaio fcvdhark" upon 
answer rhuiro s,^\ucUim is mv,^n in thi' form uf ri^hu vvron«. or iU^m ^ron^ as wHl i., 
cuniulativtj Kcore. 



studios, v. .'hout audin^visual or lahoralory i'iiunm\v] 



= a Or.^iv, U^^ i iuf If l! j i Vi(.i Uaj 



_lJo4l^urs£lf Kits - A lypu of uwtrucLH.nal ka ru,Uai„,: mstruclHHis and nuUrrial. 
abru-at ing a unr ^ ' ^ - - ^ 

theo^f'tlcal Lraining. 



. -j^i-- ^-^^ iii^Li uLLioiKii KU runLaini: instruct unis ;ind riK 

n.r fahrK-atinK a unablu producU Such u kit uUrr, pra<:tu.al -iKind,.>rr training inliowin. 



^;n-r;..^:uu.a! Smuihu^^ Any ronu .;. i:,-.'v .,.n UMins or nulivhlna: .layers 
Kov,>rnf.d by rules, when- tho ronK-st is a dynamii: nKuh-l of miuv raal .vsUaii ami i, 
piuycu wiUiout, the aid ol a comiuiU'r usint' paming te(-hniqiu.s. 

^miL^^jnua^jivSimu ^ ■ Any rontPKt bi.twpi.n teams or indivulual plnvcrs 

guv..'.u.d by ruk>s. whure thu contost is nuL a dynamic model of snmp real system and " 
I, piayed withont the aid of a comrniter. 

C^ime - CmTi[Tuter^ Any eorUesl. uuverned by rules In-Iwecn 

U-ams o' individuals, whore th. contest is rlj.namie model of some r-a! systriu nwl 
^^■omputer is used in performing some of the <'alculations rajcessary for the ope'ratuHi 
u! the model as in i umputer supporteti v, ar gaming. 

Logic Tr ainers = A elass of trainers that synthetieally allow electronic mechanicLl 
nuid, or gaseous conceptual system logic training without the use of actu;U hardware. ' 

HS£jiHEMia r"'ls. ai» l Demonstrators - Dynamic - A visual training aid that allows 
an instructor to demonstrate manipulative f)rincit)lc,"movement in time or space steps 
of a procedure, linear effect within systems or changes in condition of equipment or 
systems through one or more ojxirating jihases, 

Mod^-ls ami Static A1ockui)j^^ma|[ ale = A thrce=dimensional training aid buill 
.o scale and representing operational ecjuipment. It may be a solid or cutaway model 
.•apahle of disassembly by which spatial and/or sequential relationships are represented 
Also included are iavoul models, recognition model sets, and terrain or toiiographical 
models. 



M^^i'P«-J'a'l<''«' Ji'Hi n'Tiimistrators^ static ^ A training aid used to demonstrate 
relative shape, size, composition or function of an object or .system by a visiiaU-ognitive 
process perrormed by the trainee. Such non-movin'V n-a' nr "scaled" aids include i-ut- 
away models, diagrams, blow-apart hardware displays, etc. 



JOB AID FOR 
REVIEW AND SELECTION OF EXISTING ! ;aTER!/ ' 

ISO Mi J 

Manual 



I his IS thG 11th m a series of ISD Job Aids for use in instructional dpsign and 
doveIor)mtmt. Tins volumu is to bn used as a supplDment to the primary document 
Job Aids: Doscnptivo Authoring Flowcharts ISD IIL3 Review and Select Existing 
Material." The flowchart document will direct you to specific guidance, examples 
and references F>rovided m this volume. If you do not have the primary nowehart 
fjfu umen. request it from your supervisor. 



The wording in this manual should not be conbtrued to 
discriminate between the sexes. In order to avoid a 
repetitious use of the terminology, "he/she/' the terms, 
"he," "him," and "his," as well as *'men," are intended 
to include both the masauline and femlnme gender. Any 
exceptions to th«s usage will be so noted. 
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fraiTi block 1 uDd 7 
J i 



to liiDck 6 



fjJhat U tkt Rcivlm and SeZzcJ:,lon oi EU^tlnq HcuUmMU 
Job Aid all, aboLit? 

e GOAL 

'I'hf purposu Of this job aid is to help you evaluate existing materials in order to 
determine their usefulness in your training program. 

Since the cost of developing new matorials is so high, your goal is to retain as 
mjmy^xistmgniateri ak ns {lossih le. These can be incorporated into a new~ 
course just as they are, or after revisions have been made. 

» OBJECTIVES 

1. Given a set of existing materials, analyze' the materials to determine if the 
materials, parts of the materials, or revised versions of the materials will he 
useful lor the nislruetion you are duvcloping, 

2, Given the api.roiiriate worksheets and instructions for filling them out 
document ti materials examined and the outcome of the examination. 



* PRuuUCiS 



rhis job aid will result in a list of all existing materials which have been con- 
sidered for use in your course development activity. Each item of material is 
evaluated as to whether it should he aecepted or rejeet^-d for use in your eourse 

f the matorml is to be accepted suggestions for revisions (if net-ded) are tlocumcnt, 
hach Item is therefore cla.ssified as; 



a) accept for use without revision 

b) revise for use 

c) reject 



* OVERVIEW OF MAJOR STEPS liM REVIEWING AMD SELECTING 
EXISTING MATERIALS w imu 

Step 1. Identify potentially useful materials from sourcjs such as: 

a. references identified in the job aid (listed on Reference Review 
faheet A) 

b. DA Pfim 611-11 or 611-12 

c. supervisors 

d. other subject matter exports 

e. your own personal experience in the area 
Step 2, Obtain refe.'ences 

Step 3. Identify md record specific items of material identified in the references 
Step 4. Examine each item of material in terms of how well it matches with: 

a. trainee characteristics 

b. learning guidelines 

c. proposed delivery system 

d. proposed management plan 

Step 5. If examination indicates material is useful but would require revision 

consider whether revisions would he less costly to make than to develop 
new materiaL - t 

Stop 6. On the basis of Steps 4 and 5, above, determine and record whether 
Items of material should be: 

a. accepted as is 

b. rejected completely 

c. revised-specific suggestions for revision are recorded 



• WORKSHEETS USED 



The tables on page K-T thru K^IO are samples of Reference Review Sheet A 
(front and back) and Reference Review Sheet B (front and back). The front 
side of Sheet A and both sides of Sheet B have been filled in to show how 
the forms look when completed, 



• DESCRIPTIVE FLOWCHARTS 

The flowchart on pages K^46 and K-47 shows the steps in the use of the Job 
Aid for Review and Selecting Existing Materials, The flowchart will be useful 
to you in getting a clear picture of the overall process used in this job aid, A 
more completely described flowchart is provided in Job Aids: Descriptive 
Authoring Flowcharts, (ISD IIL3 Review/Select Existing Material). 
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Table K-7 

Completed Reference Review Sheet A (Front Side) 



ISD ill 3 Review/Select Existing Mttenals 

fiEFERENCE REVIEW SHEET k 



MQS C«ds _ If 

in»,u.r,on Under B^a.npm.Mi j^g^^ ^A^i^^+^^n^^^In f^ri^ 



^'^'r ////¥/ 7 



StCnON f Army Hf^irr^riii^i 



Arrnv Hiifereneei fa br Esjntinetl 



IjA F,,ri, iUS ! 

■ .■ LfUiJ C.t.l..,-, J.-lJ M:[,fj,, fVr^LfMMPP A,,i,, Hhe.ij,..,, 

H't,i^ .li-jehy lit T-[-.M.r.ji M-i'ii.jH TVi3iLI4 
flCM.i-hi.i' 



Table K-8 

Blank Reference Review Sheet (Back Side) 



Hifarma to bm EAim^nsd 



K-a 
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Table K-9 

Completed Reference Review Sheet B (Front Side) 
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REFERENCE REVIEW SHEET B 



(HN Sheet p| 



Skill LflViil _/ 



Col 1 



a TO = V^fi 3 7^? 
ti CD - Pi 'TOa ijf 

1/ ftSl^ ^/^3 



Maiiirpd!* leg niiffjif. liimifj'^r, etc ! 



Tht. /h^mj P^Hi^n^*^ T.^ 1 - Hill 



TF 1^ "i^Hi 



[jCQ^ ^GM-^jt i^if^. 7i P 



del 3 
limine 
rn Depih' 



A/ 

y 



Cii\ 4 
CnrtimR Mil 



y 

A/* 



Table K-10 

Completed Reference Review Sheet B (Back Side) 



-i^itf.. 46 _ _Cci***^4i j 

I*} ^f: ^£^_s^ C q\^i 
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frgm block 4 nnd 5 



Ideriiiry ihi Type nl 
hiMiuciiun Yyu Hr»e 

Be* el lip 



to hlock 7 



J LyNnpufidence toutie 
lifie ijT iTiure iesom 

• FfH lufJhei guiilafiei, lee beiu* 



J ftC leHfiM 



^ t/ie type, In^tAaoXMon impoKMYut? 

Prior to thn actual identification and examination of potentially useful items of 
instruction material it is important for you to have a clear picture of the type of 
instruction that is to be developed. This will include such things as: 



a, 
b. 

d. 



A li.st of the tasks to be included in the instruction 
Job performance measures (performance descriptions) 
CleLirly stated learning objectives for each task , 

An understanding of the entry characteristics of the student population 

What delivery system(s) is to be used for the instruction (e.g., lecture, 
demonstration, TEC lesson, film strip, etc.) 

Etc, 



After identifying the type of instruction that is to be developed and obtaining 
a clear picture of what it should include, you are ready to begin searching for 
materials that may be useful, with or without modification, in the instructional 
development process. 



1 ' 



horn IjltjL'k 6 
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• 4^ h 



W/m-t doei RR ShM A look likz whm 
Iniomajtion ha^ been .^eco/Ldedf 

Example; 



ISD III 3 Review /Scl.'ct Exiahnq Mjlonjls 

REFEREHCE REVIEW SHEET k 



MOS C,«te ./f 




iiil Xtw iHki ¥i)>i fi'Sii fii 



A! 'fiF pi eiKfif i.iuf iffS^K idii i t'u* f** ' 
hit gijitittlf iS-p Lrtj'.j^s 



Wha^t doz6 RR ShtQjt A £oafe -£.cfee K;fi£n tfie i^iame(^) 

Example: 



ISD 1113 R*-?vipw/Se!prt Exisfinq MAterwiis 

REFERENCE REVIEW SHEET A 



MOS Cf?ds 1 ^ H 

~. ^ - '/_ 




























Arrtjy Heit^rEnrifi: lit fw; i^t 


^luiii - ... — .^=^ 






AtifliiUntffifMi tif IJ fj Alii!? [Itiit^ifiHi^rwir (jou'tti UA 


t'jt!. ili! .'U 






Aifffif Cfli* FiiiiiiiHrfi<.r Cuuf^ pifitjfififp i)A Pifti Jbtl ? 








I'i.Jei (il US Aitii, MatMin PiffiiFFS ; {JA Pjni liJfi 1 








fnfrtvrvicr fiiinijl Sihtji>l tf^iMi'ii] hit [.'[Ml |,f>>irj|< jjnj M,|iij[ 


* A,!;if H. fj.. .,• . '- 






U?,AH CoMrifjuinb-i>£f Cii..fi« tJA f^itfi I'lO B 
















H.UI'i'iirJijhy »i FiPltf Mjf!.ijl^ fMjial' 

















from block y 



)| !<!Bllt,ty.MfU)f!l fjlh?! 

i ''k'ci.'t'i 1. IIH Sfi..iM A[ 



• HH Sfiepf A ■.nLluiit?i iidiiiJjfiJ Army ig!?rgfu« !fiaf ihiiuftl einm.fieH 

• Any i;jihfi!jiii( ujMtcFi ii! j0ptoi!fid!if Afjiiy mjiFMjl Hie dJiM m i^iNUM i ul 
FiffiihjpiA ... J 



* h Ul hrlV .ft lilHiijit^.iitj J 



iriliny jifilifjMiijl SuiiirPt o! Anttf fiid!?iiJl. 



fo t)iock 1 1 



How do I IdznUiy and Ktc^o^d Amy K^eAma^ mateJUaU? 

• Identifying Army Refflrences Materials: 

Thero arc stanclarcL references that should be nheckcd in order to identify 
niatrrml related to the tasks to be included in the instructional material you 
■<ire developing. These references are shown in Section I of the Rnference 
Review Sheet A. Those references should certainlv !,e exnnuned^Other sources 
of potentially useful materials will indude: ' 

a. instrucUoiml materials used for other Army MOHs which may include tasks 
smiilar to the ones for which you are developing instruction Chpck with 
r,en;onnel working in these similar MOSs to identify potentially useful 
material. 

b. your supervisor, peers, or your own past experiences, 
• Recording Army References: 

- Space has been provided on RR Sheet A in Section 1 for recording other 
Arniy relerences, II additional space is required use the hack side of 
KH Sheet A, 



1'' • 
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What doeM Re^e^enae R^vlm SkteX A look Like, a^tm 
Amy H.tiQJLmc2J> have, btm fLZ.con.dz.dl 



Example: 



ISD III 3 Review/Seleel Eiistinq Mdlenals 

REFERENCE REVIEW SHEET k 

{RR ^n^I A! 



^.11 Ltfy«l / 



1 nrtn«1 mn Ur^ ^iAopnvKM^^gjfj^ i^^kL/_y^±/lt^_^^_^^Aka^^jg?fe!^ 



SEETiQN i: Army Rtfersnsi 



Afmy naferencsf Iq be EK3mined 



Annfiui^FiTwnl qI U S Army CQll»§gndfnE« Couim UA Pim 3bl 




A/my CofiRpehdfncf Cauiic Pfg^ijm QA Pim 2bQ I 
Indfi qI U S Army Mgrign PiEiuifi = OA ^^m {Qg i 
inUrHfViEi ffiimM Schgui Tiarnifig tui QOQ Ei^i|i«M ^nd Militiiy Fffliinng 

BibJia^tphy d! TfchiME^ jybnujU TM3IS4 
libliS^i^hy at Fuld Miniifil f MJlQ 7 
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from block 10 

' I 

QiiiiM UA IHm nil ii 

UfJU UlLii(i4hr„U\ 
Cim.friiiin fiftii' 



to i)|qck 1? 



• Pi ^im ftWW yro^.tlet fipfeair? ifiinfmihyn ia, convnimi AJmr Md^^t 



-a PA Pom 611-11 and mIizaq, mn I £lnd aM 



• ThP Doi i Occupational Conversion Table is a compilation of all enlisted occuna= 
tional spccalitiM in use in the Armeci Sorvices. arranged under common DoD 
occupational groupmgs and a numerical coding system. 

* DA Pam 61141 Department of Defense (DoD) Occupational Conversion Table is 
available through your supervisor, MOS library, or school lihrary.* 

miy U VA Pam 611-11 ImpoUayit? 

s If an occupational specialty appears under one or more services you can be 
a most certain that those services have an appropriate training pl=ogram for 
that specialty. t t, 

• If training programs exist for that specialty, then training materials also exist 

lor tnose programs. ^ — ^ — ^ 

• Training materials that Qther services provicio may be of use to you. therefore 
LJA Pam (Ul^ll is important. 



*DA Pam 61 M] rrplaces DA 
Ctin be UHcd. 



Pum 611^2. If 61 Ml iK not available, DA Pam 61 M2 



from block 1 1 

KrtSH Mow !8 Ui? \_/^iL , - ^ 



tlA Pam Si 1 n 
Limriififi, 137/ Vif 



::zr 



Fijf guirtjru » m) uiitig QA Pam fi t t 1'. 



to block 14 



c 



from blocks 12 and 1 



Iij Itiennfy Any |erviEf(i) 
l^iih PEcUpingnal 

ftfrtiy Mdi 



to bloek 15 ' 
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ffGin 'Hock 14 



to jilcjCk 1 7 



Wl'KLt rfoei RR S/ieet A look ^Lika. w/ten occap^Lttonoi 
4r \ota£jCy aodoA q^/l otke/i 4£/Lu.tQei teue been 

"ample: 



*ii CTItiN III '>1f- 



6 Identifying References from Other Armed Services; 

A panial liHl c;f sLandard n'ri-rfiireN from other services is providt.d below; 

SOURCES OF TRAiNilMG COURSES AND INSTRUCTIONAL MATERiALS 

Air Force 

jixt^jn lnstitut(> Cntalop and GukU. KCIRP SO-l. KxtenHion Course Institut,. 
Air University, Uunter Air Force Station, Alahama, 197. 1. 

Instruetor's Guide to Survival Training Films. ADTIC=FUH=G=1 1 1 Arctir-Desert 
Iropic Inlormation Center, Air University, Maxwell Air Foree Base, Alabama^ 

Mather Air Force fiase Learning Center Cataloe, MeadquarterH ,32.Sd Flvinc 
Frainmg Wing, Mather Air Force Base, Califoniia, 95655. 1973'. ' ' 

UHALFHmiii^ilili^^ AFM 50.5. Headciuartcrs, U K Air Force 

Ua:.hiiigLon, D.C., 20330, 1973 ' 

NOTK; Additional Sources cnmfirise USAF Study Rererence Lists, Hpecmlty 
I raining Standards, and C-areer Dei ^ 'lopment Courses, 



Marines 

^;^^^0^J^;n^i2RS:mm^ Director, Extension School. Fducatinn Center 
MLUhC, Quantico, Virginia, 22134. ' ' 

MaM£ Corjis J^m^ MCOd'l 500, 12K, Headquarters- United 

Sl.ates .Marine Corpis, WashinRton, D.C, iy7;j. 

MHincCorps Institute FFmdbook ( i2th Fditiun). MCOT'1550.1IL Director Marine 
Corp.s Institute, Marine Barrucks, Box 1775. Wa.shinKton, rj,C.. 1973. ' ^ 

K.20 

ISO 



IMovy 

Calalog of Navy lYai ing CpursoH (Vols. I. [I, arici Illl. NAVKDlliA lOnfMK 
Chief of Naval Eduoaiion anil I'rainin^ Support, Pensacola, Floricia, 32508. 197 L 

Documoiuary Fi lm Ca talog (Rovision No. 1;. NWC'='rF-i784-RKV = l . ConimuiKler, 
Naval Wt^apons C'</nua\ C'uwa Fakt^ C'alifornia, 93555, 1971. 

Fi lrn H oii (JcM'anQgra[)hy , Catalog St^rios, NODC=C- L U.S. Naval Oceaiiographic- 
Data O^nO^'U^iJ^ D.C\, 20390, 1963. 

Motion IMrtun' (Catalog of FihiiH Ava ilahlo Through tho Ex tc^rnal Relations 
Group Motion .Met uiv _Frojifc:t, TG-533A. CJummander, Naval Air 'yjtems 
Comniandr Washinglonr \Ltontion; AIR-B04A1, 19G(i, 



Wlijjt doe^yS RR SlitdX A look tikt afytQJi 
f^wm ^GAuccei havt be£R ^^teco-^ 



Example: 



" tJJfl. 
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iiluukii 1 5 4irlfl 1 
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^^'^^^do^ I UmUf^y and ^iLcoAcl 'le^tn^tncu <tnw 



o Identifying References From Other S 



Qources: 



OTHER FEDERAL GOVERNIVIENT SOURCES 
■".'hifatiiiiial Hrsfjurrcs Ini'orinatiDn CunU-r (FIHf'i v-iti,, i 

rnmiminiralinn 100 M.,,,.|.-u' V I "f National I vrnw lor K(l iH,,t i,mal 

— 

•\alioiial .\rcliiv,.,s. Was! nut ,,11, 13. c. 1 m .uioii .no. /()=,i. 

OTHER GEISJEHAL SOURCES 



-nj. Kuuin- Avon,..., Bothnia, Maryland, 2()()M. ' — '"n iu 

]j}U C CU'iirm ^nm' oiygcl ucaiiona l Mc -dia aiK l ' ■IVchnoloTy in.,itMi,. 1 f 



Ivln-atnrs FurrhaH„,« M...U.r^ ,, |„strucuonal Mafunls FisI 

t o., kngh.wood, Colorado, 1971. ' 

ICduralic.nalJ^IaUTials^ CiLaLion Frens, Now Vork. 1970. 
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Wkat doQA RR Shett A look tikz aitoA C/ie /te^e^encei 



lii L r IC..5N ill tJllu'F \,, t,3' I ! 
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HoLO do I obt£iui tk(L mcLtoJilats f^om an axlbtinq 



o Malpnais may h,- r^htain.-d through your supurviscir. MOS iii)rary. m- srhucl 
lihrary, 

^ Ohtain all Lii. muL.riaU tc^xinuuks, nimH, lap..^ graph.. Kc.) irom iho 

f nurse and huld for further evaluation. 

© HcMiiernhnr, the purpoHe of this job aid is to: 



Retain as many existing materials as nossil)le! 



ThuH, the ix^st plaee to start is wilh niatrTial that has ajready i)een u 
eourse dpsiuned to train soldiers for this MOS. 



used in a 



W 

K-25 




Hem do I obta,ln ALL fL^^oAmaai /ie.co^c?d on 

o ThuHc rcfcrunces may alsu he ohtainKi through your Nupfrvisor, MOS hbn.rv or 
school iibrury, 

o Hotnv wU'r>-nuvH nmy bo more easily ohtainucl than othe-rs For ■■ .!-,„<.(. vou 
should bo abh. to obtain Army refcirt-nuos in a short nmount of time. References 
trom other services or other sourceH may take nger. 

« Olitaii, all those referentH-s that an. available in a ; ,nal)le amount of :ime 
(e,(,'., .(.fi weeksl. 
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tLon Lnf^omcUton and a xcf^eAuu. /laue bttn ^^co'idcJ 

ISD III 3 Rv^vM-w S*<IiH-t Eicndinci M.il-f^ 

REFERENCE REVIEW SHEET B 



Wliat oAt ''app/iop/Ltatd'^ oit'UoJ^ and huu) da I 
look thm up? 

o AppropriatenRss of Entry: 

- AppnipriaLcnosH of thi^ vnUy m haBuil on the description of the material that 
is 0yi'u \n the t^atalog. 

In order to jucige the appropriateness of a piece of mat^'rial from th(> cleserip- 
tion given, ask yourself the following types of questions: 

I) ^>om the descTiption given, does the piece of material seem capahlu 
oi convt'vinc the information that you need to teach one or mor*^ 
tasks ii; ^ :.uf euurse? 

For uisLani:e, suppose the MOK is ^^Mllitary Police/' then the following 
(lestTtpiion of a film m^iy su^^i^st a jnece of material that initially 
seems appro[}riate, 

""i !■ 19^1806 Military Police Hupport in Amphihious 
(ifierations (f4&W-a4 min-^1953j De[)irts the duties and 
functions of the* mUitary police* in support of a com^ 
hini^d amphibious tissault." 

2 1 From the description given, does the piece of niaturial sr^'m to ya-vo in 
nii ^nmp aspnf^f of wlin! nrMvIs to h- taufjht in your cuunu.^? 

Fnr in^Lance, does your course? need to train the skills with sheci metal? 

Ml the following ch*s(Ti[)tion of a film may suggest a piece of 
material that initially seems appropriate. 

''MV 55=8525 Machine MinJiods of Fomiinp Sheet Metal 
(Bi^W- -20 min-1955) (Adopted Navy film) Mow to curve 
shi'f^, metal and shiipp curved parts/' 
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If tho material relates to equipment, fiom the deHenption t{iven_ in the 
('qui|)ment eurrentiy in use in your MOS? 

- i'or exuin[)le: If you were reviewing a eourse for rinanee eierks 
wlueh expluineti (he use of the manual atirling machine and your 
learnuw ohjeetive. spenfied the ;:se of iho eleetrunie i.aU:ulaU)r. 
then that partieular pieee of maieria] would not he suitable. 

From the descrifiLion given, daes the piece of material require eciuipmc.nt 
liuit you know will not lie availaljle for traniing? 

- i'nr exMiple; You are developing a course for a lab teehnirian and 
the material includ(>s a spreimen of a particular virus, which must be 
vieweti through an electron microscope. Such microscopes are unavail- 
alile, thus you cannot use tlial specimen. 

o Use of Catalog: 

Since each catalog/index may differ in the wav A is set up. Uiere are several 
ways ol looking up mate: il in which you are interested, 
■ Check the front of each catalof. for guidelines on the use of that pariieular 



K,30 



1 



fo block ;;D 



dou, RR SkeeJ: B look lUAe n (ytox yuunlu o i 



txanripie; 



Pigr 



ISD lira Rpvirw-'Sclff! Esistmq 

REFEREfjCE REVIEW SHEET B 



MuS f>v!r1 ^/ 



firfivr. , 'ffijni MM J.hci'i A) 



\ Cfffini?**- Ir? /^pp^, Aag< ^f^S^^J HlQ^i7f 




tlow do I obtain the, mcute/Lial fiPcoH.d<id hi cntumi 2 

o Materials may he obtained throuHh your supervisor, MOS library, or school library. 

e Sornc material (p.r.. Army material) may bp easier to get than others. Oln.ain 
£ili material lhat available within a reasonable length of time (e.g., 4=6 weeks). 
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In your resuaruh for this stop of the Instructional SystuniH Development process you may 
have diHcovered additional information that you think may be useful to people who will 
be working in^nteps that follow. If so, it is equally im]iortant that you pans this infor- 
miition on to a|)propriate people. 



REMEMBER, COMMUNICATION WITHIN ^rilE INSTRUCTIONAL SYSTEMS 
DEVKLOPMENT PROCESS IS CRFriCAL FOR EFFECTIVE INSTRUCTIONAL 
DEVELOPMENT-FOR SUCCESSFUL MISSION ACCOMPLISHMENT. 



© A eopy of the ISO COORDINATION SHEET can i^e found at the back of thin 
manual. Make sufficient copies to enable you to send one to evt^ry individual 

for your recorc-s^ 



you wish to uonuiiunicatc? with^plus copie, 



Complete the ISD COORDINATION SHEET In duplicate. Send one eopy to the 
individual and attach one copy to the worksheets you used in this job aicL 
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MICHOCOF-^Y RESOLUTjON TEST CHART 

NAliOfjAL EiUHtAU 0F= HTANOAf^US 

sTANriAHD rEFere:nCe material HMOm 
iANSi nnfl ISO TESr GHAfn No 2) 
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cxanipie: 
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frofn blocks 31 Snd 32 



o Scanning Mn^ : 

^ Material should bo quickly lookecl over to cieterniinr whother it, in fact, 
matchnH the description given in the cataloij. For example: 

Suppose the catalog description said the item of material explained how to 
tune an engine. You quickly scan the material and see that what tne particular 
item of material really does is descrihe how a well-luned enuine Hiiould perform. 
The description of the material and what the material actually does do not 
match, rhus, this material is of no further use to you, 

— Material should be quickly looked over to see whether it is out of date. For 
example: 

Vho description of the materi:'- says that it teaches the care and maintenance 
of a particular piece of equipment. However, the piece of equipment has 
been sufficiently updated so that the materia! is now out of date. Here, too, 
the material is of no further use to you, 

^ H("uminp material should not be a very time consun^infr process, and yet, enough 
attention should be ^iven to allow you to make informative jud^^ments on whether 
to hold tht* material for further iwaluatjon. 
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L(//ia.t ac 1 took /(ut K'/ien iixajnuiuiQ iix^i^toig wate.'Lla.Z? 

o When examiniim a pwce of c^xiHling nmu whether it u: a cumplute coums 
iniri of a canirsis or [)erhaps only a visual aid from an existing courHts you warn 

jiidynKMU !H ini^eti cjn (lata already coIIocicmI during ihr- iSI) procesH. If this dala 
IS nuL availahlc to you, you may havo to do a little^ rrHearch on your own and 
rely on past (^xporien. - in order tu niLU<e a judi^ment. Hpet:ifit:ally , review the 
iiiati^rial to see if it is eonsistent with thv foUowin*^ factors: 

1 1 ( 'liarai^tenslics of vuur t.ir^ut f)upuhii;un 

2) (jenural learnine ^uicUdines 

'V ) DeHvery system 

■1 ) ManaKt'iiu-nt nian 



K.36 



ints for an n E;tamination of Existing MntGrinlii 



Hi^ -iiro t(i look a! c:wh pun/v- of inaKTial with riM^M^MUH^ \n al^four jiKl^xnuMit 
^Ia^la^^4lllau Piari) at ihr sanu^ tlniK 

DO SO'V n^viow inatcTial dm wnh only nnu facUir in mind (tv^., trainiM' 
'■harart(>rb;ti(^H) arid tfl^Mi iio ha*'k a:iH ]v^r^-.i^^w llii^ niauaaal rarh liiiiP 
lor tht* ()ihiT iactorH. Iliis is a wastt' of tinhv 

f{*Mnf'nil)(a', you want to mala^ Lh*^ mnHl i'lTitarnt use of your tinie and iaiiTuv! 

Nou may want ki ninkc^ a chc-t^kdist for each picM^^ of material to krep trark uf 
v/I-ai ynu hav^' (anlini^ iicnv iU)nsisten: it is wiih ik- Umr factors. 
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e In ri'viinvint; niali-rial u«; the followint; ijuidolini's, 

I I Is the maii>rial consiNtunt with I'hanu'terifitii's of target po|,ulation? 

AdminiHtrativf rcquireinentK which invnlv-. personiu.l complianrf. with 
iv-ulaiion. ami siati's. The. trainees' rank, Hwuntv cloiu-anf.. time 
n'mainmp in Nerviee, rtv. may Pxcludt- them from UHing eerUin malerii 
f'hysical n^quirenients which inehitii- Kpecific skills and «eni.ral fitness 
including a«(s sex, heiRht, color perception, nighi viMon. etc, requirecl 
lor materials under review. 



a) 



I)) 



Cf 



Academic requirements which include educational or aptitude con = 
siderations, prerequiHite training, Knglish language lluencv math skills 
reading comprehension, etc. required to understand materials under 



^ 



G L J I U K L I N E S ( c o n. t i n 1 1 o d ) 



2) Is the material consistent with poneral leaminEr puiclelines which shnuki \w 
features of all instruction^^ 

a) Inforrn the trnniee of th e obj ectives. 

llic trainee muHt be told specifieally vvhat performance will be expected 
ot him at the end of instruction. Fie munt ixlso be told under what con- 
ditions and to what standards he is to perform. 

pt-m o nstrate the desired behavior. 

Tlip material must help dernonstrate to the trainee the expecteci perform= 
ancc. For example, if your instruction under development is related to 
the task, ''Use a lathe/* it is not sufficient to give only a verbal description 
of the performance. You also want to use visuals to demonstrate *^how 
to do it/' 

active prnc:tice, 

EspeeuUly when learning physical skills the trainee must tm^:ago in active 
practice. This practice must lie provided under realistic co iclitions, using 
the same tools/equipment which will latc^r lie available on the job. 

ti) Give f £ M ui ac j^to the trainee. 

Feedback is infoniiation whic;h the trainee receives after a performance. 
It tells hmi how correctly he performed. Feedback can be natural, 
fia\, observing I nlcs made in a firing target), or artificial instructor's 
comments). Feedback is usimlly more of^ortlvn wlinn given immHKJiatc^lv 
after perform.ance. 



*NOTE: May not apply when yuu aro ruvinwing an iHolatod pjuco of mntpriai, such ns a sjici*^ or 

chart, oto. In this raso vhvck to ^ov if the matt^rial coukl Ijo matle comhivnl with ihvsv uun\o\mvH, 
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'riu^ delivery sy^u^n iih-iuclr. uii ilu^ lypus uf rariiiiii^s anci oijiiinnHMii whic-h 

df'v^^lop. Kxamples uf dc^livery :;ystuins includi^: 
a) tt;xts, iectures, (if^nionsirntions 
Im pro^rammiHl tcxlH {braiudiiiiii c^r linpar) 

i t^omputtn^-nssisUKl inst rue lion 
dj simulator with tuLor and tesLH, (^ic. 

= 1) Is ihv matiTial (^unsish'iU with t.hr manajiumcnt plan fur iiistria lion uiKkM- 
d.-Vf^lcjpinptU':' 

Mana^^^mrnt plans aiv deHipind to sciii-chik- [he pn^suntation of ma!*>nais 
and aiitiviiii^s. if thr (^xistinu niatiaaals do not niaich IIim manat((>nipni plan, 
usually tlir mniiauomi'nl plafi .\ui lu^ n-V]M-d to In tiu^ inatMriaU. 



no do 1 cUcA.dci Lipun Lifui ic.cuxd aLHiqjtab lLl ti' c:\ 
tue (LKLSti.nq matexiaXs^I 

1 { AriN^pi lis Is I ( if U-'i- 

1^1 Ri'jrt'i as hc'in^ ifnpnssihir nr inipi-in Mrn! !or 

kpvjs<' lor nsr 

I'.spiaii.si lui; nl ra ! » -^uTh ; 

MniiMaals wha^h .■an h'- lisrd 'Nis ir.'' lu't'iiiisi^ they an^ (■nnstslvnt U'ith 
( MP Itair f 'va! if )?] i nri t ir-^. 

J lipjt-ri 

Matiaials wliirh arj' iiot/ruulH iioi hf iiiadp fOMhistcMit \\\\\\ liir Inur 
fvalualiuii l:i{av*r^. riip ia>ahoM^ Lliry hluaiki nni hi- rrv!S(Hl am 
{hat {\\vy vvuiihl lusr fh^ir MistriaM lonal valut% or tfiai il wcnilH be 
lt*SH (ajs^iy l(j [)rn(!ni (- itiori* appi^npnatc matiaiaL 

Most, nialriaals %sall fall inlo this i-ah'i-tory. 'V\'\v rhu-isiun to rpvasn 
niaitaaals is lawirh'ai !)y askiiui (hp fonowiiiLi tiupstioiis: 

■ i) ' aii ■u!ih■^hili^ Oi ta lcipu li'uai ilit' iii,ilriiiii U) liiakp ii nsui'p 
apprtjpriair'/ 

V'AU sonirtlniiu i)p addrd hi Uip niatt i1al lo niaki' ii nioia- 
appronrial p? 

r) v'aii sonipthinM hp dpUMiMl and soinadiiii^ i'!s<^ hp atldpd to niakp it 
iijorp ap[iri.)prialp? 
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niatrnul in- m uhi- for a luni; tinu. so thai cn^i of n-visiuns 
uiv jumihcd? (HonuMim.., l.ws than pvilVrt niaU-rial. .hniud 
ri-'taiiu'u an ih because revision costs arc imt justiried). 

l^lipH'u! condilion of ihc materials wilhsia-ul revision'' 
':--;'>'bl''- f iiiiiy iiuve h..en cut. and spliced so maiiv imw 
tliUL il IS completely worn out. 

"\'ll'n'f ""r?''"'' ''r"^' ^'"'"'""y 'i'^^^'™ ^'"'i '"'- manawnment plan d' they 
<!<' not nudci, materials, than to change the materials Ihemsclvcs. 
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^1^" mati^rial to ht^ rt'visrd in (\)iuinn A. In rohmin H 



- Exar. pies of suggested r^vi^ ons cnn be seen here. 



d(>.v(ltopmnt ptocdii? Hoio ./j I 'Liiaa'id tkmf " 

111 „nh-r lur th,. Instriic;ti»iWil SyslcmK I^cvolopmrnl proems to work ,>riV,.tiv(-ly 
it IS imiHTalivr that tluTc. I„. forward ancMjiiukw^uxL <'»mniuni<:niion i,„tva.<'n the 
[H'oph. invnlvtd m Ihv |,ru(VHH, At sunic Unie „Fnth«T voy him- lirnhahly ''"m. 
I'lain.-I iihoui lh«. input, that had h.,,.„ prcwulva to vou. ^t other Unu-^ -ou m 
iiavc had to do work lliat sliould li ' 



iTii'd in prt'vioUH Kt(ins. 



IT IS IMPOKr,\NT TilAT YOV VKKD TFIIK FNKORM.vrinN B.\CK TO 
illK AI'1-R()FHI.\TK I'KOI'LK S() THAT HPAdHKJNH ('aN BK M-\dK TO 

Krd'T';("iMXiiqu)VKNii.:xr IN ddiH KNi) iT{()r)Lir'i'. 
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In your researuh for this step of the Instructional SystuniH Development proceHs you may 
have discovered additional information ihat you think may be useful to people w^ho will 
be working in^nteps that follow. If so, it is equally im]iortant that you puns this infor- 
mation on to a Impropriate people. 



REMEMBER, COMMUNICATION WITHIN TUE INSTRUCTIONAL SYSTEMS 
DEVKLOPMENT PROCESS IS CRrriCAL FOR EFFECTIVE INSTRUCTIONAL 
DEVELOPMENT-FOR SUCCESSFUL MISSION ACCOMPLISHMENT. 



© A copy of the ISO COORDINATION SHEET can he found at the back of thin 
manual. Make sufficient copies to enable you to send one to evt^ry individual 
you wish to uonuiiunicatc? with^plus copies for your records. 

« Complete the ISD COORDINATION SHEET in duplicate. Send one copy to the 
individual and attach one copy to the worksheets ynu used in this job aicL 
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JOB AID FOR 
DEVELOP INSTRUCTION 

ISD III. 4 

Manual 



This is tho 12th in a series; nT RD ]nh MrU- r^, 
development. This volume iV^o bo u"d t f T 'losign and 

"Job Aid«: Descriptive Aut oS,« I^w h rt/SS ?nTn^ f""""" 
nowchart document will direct you o lnec^^. Instruction." The 

F>rovidod in this volume If ymfSo ^, ""^ relerencos 

recuct it from ynur^;erJli^ ''""^"'"^ """^"^^"-^ document. 



The wording in this manual should not be ronrtrued to 
discriminati between the sexes. In order to avoid a 
repetitious use of the terminology, "he/ihe/* the terms, 
"he/' "him/' and ''his," as well as "men/' are intended 
to Include both the masculine and feminine gender. Any 
exceptions to this usage will be so noted. 
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-64 -C/ie /o6 a,icf ^o/l Veve^loplng ImMacMon atZ aboiLt? 

< GOAL 

= AL Uiis point all available off-the-shelf matorials have been selected and inoludod 
.n the instruction under development. Now you are ready to complete what- 
ever instructioiml materials are still needed to produce the desired result with 
the trainees-the attamnnent of the terminal learning objectives (TLOs). 

= The main goal of this jol, aid is to assist you in producing training materials 
jn tlw lollowing media: 

* audio-only 

* audio-visimi 
9 written text 

- A sueondary goal is to familiarize you with the ways in which the various 
produution personnel can help you in your efforts. 

— This job aid does not oovor: 

1) Ever>? type of delivery system 

2) Guidance for the preparation of user instructions 

For this information see TRADOC I>am 350^30, Block Develop Instruction. 



L^4 
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« OBJECTIVES 



1) Given a list of learning objectives with their ieamlng guidelines and activities, 
dehvnry systtm and management plan, and Hulected existing instructional 
materials, conduct the following activities; 

1) determine resource requirements 

2) sort objectives according to media 

3) develop first draft of materials 

4) use formula to determine reading grade level (written text only) 

5) revise reading level if necGssary 

2) Given an Instructional Developm.ent checklist indicate: 

1) the type of instruction being developed 

2) successful accomplishment of development procedures for the particular 



* PRODUCTS 

— Use of this job aid will result in the production of first draft instructional 
materials in one of the following media: 

® audiO'Only 

• audio-visual 

• written text 

and a completed checklist for the appropriate media. 

# MAJOR STEPS IN PROCESS 

1) Determine resource requirements 

2) Sort objectives 

3) Select media and develop first draft materials 



type of instruction. 



• audio-only 
e audio-visual 

• written text 



4) 



Check/revise reading level of written materials 




WORKSHEET USED 



Oil pane L-8 yuLi will fiiiil 
C'hfckli.st. 



i'xamplc ol a compL'tfcJ lastriicUon DuvalofjmL'nt 



DESCRIPTIVE FLOWCHART 

- ■rii,. nnwrhart on rm^.s /.62 thru LS3 showH the major stops in Lho usi- of 
liu' Joi) Aid lor DvvvlupmK Inslruction. The nowt^hart will ho usPful to vou 
HI K^UuiK a dear piutur. of the ov.-rall prn,o,s mvd in this job .1,1 A mon. 
jximp .... y d.«c.ril,.Hl rinweharl is provided in Job Aidn: 'DoscriptivH Authoring 
t loui-liails, pug(^h thru L-l.i. " 



i 
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INSTRUCTION DEVEIOPMENT CHECKLIST 
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from blocks fi and 7 



to h|yt;K 9 



21 
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fforti block 8 
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fJ^frt!!i,ilF il1li.N4.I|i,nij) l! , I,,.,, .... , 

Ur^.ti • • = Wt- JiiliOrT,,!,-..!) fill fh»< 'j. ;^ f . 

II " * « "^^'tfi i^iJt. fSii !i ill ■ ■ * ■ 

• f.K (.,,:,,^, „, i,„ ,^ 



v .n, , '^'"Tui imal at .hi.s poun. it is quitt. possil)!,. Una vuu nnv 



W/ittL Li^tc xascLLiccs and cu s t ^.actc^s iviitdi must 
be ^icns (.dii'Lcd .vliai diLve.Cop.uig uis t'tudtiun? 



Resources to Be ConsitlerGcl 



Cost Fnctors to Be Considered 



RESUUHCES 



r.iriiif 11 
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COST rACTGRS 



Oijnratjon :\\\t] Mninronnnri; 
s Eciuipniunt 



DEFINITIONS OF RESOURCES AND COST FACTORS 
— Equipment 

a. Instructional equipment includes; any item or combinution of items used fur 
instruction, Somo examples include media hardware-projoctors, screens 
eamuras, smiulatora, trainers, aids, etc, 

h. Suppurt equipment includes any item or combination of items nooded for- 
hut not actually part ofHnstruction, Some examples of support pquipment 
;u-e chairs, desks, typewriters, filing cabinets, and mobile power units. 

Facilities 

An instructional facility is the physical complex in which instruction is con- 
ducted, or the physical area which provides for the direct supiwrt for instructior 
borne examples include classrooms, lahoratorios, carrels, or speciaKpurpose arej, 
such a.s aircraft parking and run-up ramps, pole^climbing areas, or sitP-developme 



areas 
Manpower 



jManpower includes all personnel required to accomplish the missions and work, 
loads. Manpower requirements for an instructional system include instructors, 
administrative personnel, curriculum specialists, writers, instructor supervisors, 
media specialists, graphic artists, print specialists, TV producers, photoEraphers. 
audio producers and technicians. ■ iJifi - 



Costs 



Certain costs are associated with each resource. In determining financial 
requirements for equipment, facilities, and manpower, consider three tvnes 
of costs; J"! 

(T) Cost of Acquiring and/or Developing the Reaources. This includes 
acquisition costs for instructional equipment, support equipmpnt 
facihties. and the design and development of course materials -md 



ERIC 



Tin: hii'^si nivnl They TcprcHi^fU. Th\ 



n^^'P t,'uii!pnu^ni and 



^ 



ERIC 



Huu: du J tdr 



■''^ ^^^1^ a ii!ia; ch-cj; ^-v^uhi Im^ inad:^ m m^.ur- ihat 

i<mmii of insnairiion and i}h'!i find out thai roMunv... o 



ari \ ; :a.' s . in'i'a u)- 



ni-ni of rlas^ruMni u.^lni Minn, vahn. insLniri,n|], audio m.irwnum ^\u\,^. 

d.aimnMralHHis. (^omnuu-r ai ^plu-anr^n., and any oihrr 

n^H-- niay (.^xis^ rrlalivo ihr a(;(aa)Lai)k' farmat >r pia-HPiu nianTiaU 
^'I'^^^'^^^^^'^^^l;^^^ ^''l^''^- llH'ha aiv availalnp, t)r Hun^ io cW)laui vnpws^ Mn--;? 
''^ '"^^-'^ -ilinns hav^^ a Imhmi ih-vi'lopt'd wuhin an InsirLua ional Sv^^ 

Narih l),M^anpn:riU Mudcj runti'M. W^iiilntiipy m 
;!;?^ ac^'d^. ! hi'V St ill ;d'i' ajld ■ u-f>\-c 



aaia^ io atlapt^al u> 



rfaii 



f n ui 



HIM '.nil nnw in uci fhM .uhjrr^ ('f)nlrai inio a fnrn: liaii [lu> prndiaamn 
i^aiPy -;,n i':ralv tis«v Knr prinUnl maiorialN Ih. inav naauflr haaah (d^ 
a^^'U iinr-s pvrnn..;iid(-, y-ua- )uimi)raan- inratian .. , ; ly,. nndin n^-l — 
;:;^-';;;Y"^^^^^ '^^^ pn'pansi m a aana! -ptadh' m :i.. ;atMr.. \d.iial 

^'^yia- aa a o; v.na; dir :,aai iuian wdi 'aiii riiin = 

«Ma viihui tape-., lafa 



1 -raai 



a.ai.taiu- .an Im. uxp-riaf! fmin wa- faaahaamn Uiriln- 
- "^^'^ - -;^a.:.a:aai a. pc;..Mn]r on iif)W ili-y would .uiya^sl dt^Vfjopnia 
''^^^^^ Prodtaainn fadlity pursonn(>l raquiia. iliai uh'a^ 
d'"-'"'^'/''^ ''y- ^^J^^ ■■a:' ufalrrsirind luHnu^i^ thai i> whai i-usfci a^ 

' "^'I'^'y-''^ ludaina thpn^ .-rua.. and tliMir n-nniaaii^aa lor ^^x pura a. aal pea ' 
'■^'■"^ >!a' do:,: ripii.ai ol' plannad la w uishauduMi. n will aUo ha pos^ 

■'^'■■'^ ,-!a[^.w! tiin- -Mnnaba Knuii dn. ^slnnaua vou niav 

■^ = ■'^-1'; .uaia-.(.'0 alttaaaniv-^ flan riaiy n. alna 

id ha\%' d-t^ii -.■j.-ny in fijra-l; 
-1 ; 



a^. in-r' 



o:a^ a:, u- wvy or 
^ ar ?aai! uiaaaai :d;-; lauv^ 
j iff s( I a. ■ Mon ah ari a^ [ ' - 



«^hn:^;u-H'nsiH'M. frasiljiljfy ( jf c 1 1 f iVrm { ni*^(lia for vnrifujs ii^; ruri luna! 

pnrfxjsf^, nioflia firtHluriitMi rosis. haniwan' and ar. uiipanyiiur scft^ 

wan', aial HK-anon riuMiia sfiftwarp (n-; films, U^irvisk.n pi .-a-afiis, .'U j 

' ^^'i^^^^ varu-t\ subj(Kls. 'Vlu^ nvHlm ^pccuihM nmy bv pan inilarl v 

L rlii] m hripinn Im riiul ('xisiin^ materials in iht^ conLtait ata-is. 'I hv mndia 

^^'^^lalisi ahn K!u)ujfl a!)!c tn prtjvuh' vaiualilM ^UKM^^:Uiu! , . nnlurt' iht^ 

H -viopnitMU nf first rirafl matJTials fiar^ fu'uun to sav.^ hoih imie aiui niMn^'V 

CM-apfiH' Ar!j£. Sint v a Irn-?:*^ ifortinn nf ni^Miia nro'luri inns Usiialls' iin^oiv^^^ 
snmv artwork in r!a^ form o! uraplis, (-harl.. diagrams, or pic^turus^^iK^ arh^a 
1.. iinuihur nuniia proft'ssionai wliosr ahSisianci^ Will lie- valual)!^. 'Vhv L/raphir 
artist ('an iisually \w ralhHi upon lo do a variety of illustrat.inns of dinVri'ni 
^lArs from small paniplilt^s to lar^e posti^r size artwork. Most artists also 
run pro(hu-p various siz^s and Htyh^s of printed Wiivnnn. Tlio ^raphir artist 
al.Mi prohai?]:. ran advisr or ^ivr su*4Krstions on th^ most c>ffprtiv- way to 
visnalixc^ i\w mst ruri lonal nirssau(s {Jsually anjirtist is (>apahl(^ of j)roci U(anu 
^kt'toliMs in rou^h Jorrri wlii('h will hr riuitoluitahfr fnr 'thr f^ruikHamfi o f " 
iiiSi drali [iiahTiaJr^. ^. 

"^L^'r^^^il^U 'J'^^'' Kpr.aalist 1^ skilh'd in 1 h*' drvvlopmiait , arraim.- 

m<n\i, nnd prnduci if)t: o^' a widc^ vari(>i\^ of jirini mauaaids ran^^um fron) 
pnniphh^ts and aurrs (m hooj;-.. ddi- prim sprrialisi ran alsist m drridm^ 
hou^ to r^aH'ndnr ariiounts rnatrnal as rrononurally as [HissUjlr 

without undui^ sarrilK^f- of fpiality. 1^^ will [ulvb^r <ai the frasihility, (^osj , 
and prrparanon of various lyprs of artwork in oithrr rcdf^r or blark and 
In )!rni'rai lin:. fHTsMii ^houki hr fainsulttai on any tiiatfrr involvinu thr fav 
diniion and rlupliraiion of print<nl rnat«'riais, 

p . f 



w n 1 1 r 



-K iMuUc.untpiu'r. "I hi^ phiiW\^vi\phvT is rapahle nl hancllifuf n wicjp vanofy of 

ynnuw lakmg asHiunments and is vcTsatil(> in devdnping aini printiim pictiin^s- 
Niia/h cTKUavci phnio^nninhy ih dune iii thi^ dnrkroom rather ihan with tiie 

a. wiLn the phoiopNipher. It woukl he helpful to show the photoRrapluT an 
acLual example (rrom a i^ast f)r()rl:icaion or mauaz- inftureH, vlr.\ of vAud 

IS iiMMiPni 

n. AiKiiu i-ro.iiu-ur (K nKin.'eri . Tlu. nudiu producer is roMponsible for pnulucin^' 
audio lapua, audio uassciU's and studio rocordinKs. TIk' producer knows 

■ ' i'lii n.nh,,n*M an. miitalilt; for diffurent. appliculiuiis. Tlw audio 
pradiu;er can assist in all production phasi-s but will iiu most helpful in 
prpFJarinR ihu final intuffraLion of the praduction where tht> narration musie 
and olhur audio sounds ar- combined. The audio producer will make certain 
the audio procluciion is crisp and clear with no unnecessary baukjjround 
noises or stalie and that music and voices arc well modulated, 

H. TtHj-inician. The (electronic) technician is a spociali^it in the repair anrl 

maintenance of electronic equipment such as audio consoles, video switciiers 
cameras, and tape recorders. The technician repairs equipment and is 
iamiliar with the reliability of different makes of audiovisual hardware, 
ncftn-e purchasing Gquipment, seek the technician's advice. It could save 
needless expense later on. The technician also can familiarize the instruc- 
tional designer with the operation of production facility equipment The 
technician also may be ver.sed in the duvelopmont of new equipment and 
the reliability and technical problems with differ .,-1 makes of new "state- 
of-the-tirt" equipment. 
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LiiainLng ObjactLVU ifLO] iutc .Qco u'lotuji.? 

HHon. In.t/inninu (i.nvh.p instnirUnn y,.u musi knnw .^x:u.tlv wul, whirW 

sn.-ii mauTiaN wriv h,,,u,Hi m IKD !,h-i Hvislinu Mat, -rial, whirli an. 

(-ri.HUly adrquai.., as is, lor IraininH soin. of the T.-rnimal L<,,rnin.' Hhjovuv.s 
! I l.<-)H|, II so, Hfiiaraff ihosc TIA). iVoin tli-' otu-s ror w^m-Ii vou mu^l still 
'i"^"l'M> insina'tinn, ur for whirh only a few u.eful nart^ ' nxisfin.r materials 
y ■ avaiiaoio, ,uaa; a.: a s.aars of r,luia..^ yrai.is, Mir. Thr i lor whi.-h vou 
na.a. availahU- atlcTjuau. insfriu-| ion may b... s,,i aKicic until ihv iof;il tmiiiin.Ma-o- 
t^raiii is put loift'tlier. ' ' 

« ■riius. ynii now have two i^roupH of objf.ciavus; 

(irnu() A -Thuso for whirh atic aiaLe instrurtioiial materials arc alroauy availul,],.. 
tJroup H-'i'hoHO for which no, or only partial, instructional materials arc availai,: 

o It may lie ncrcssary to scpai some l.^firnin- objectives from their fcrn,i,v.- 
learn. ne objective „, the evetU that existing materials arc available for some nf 
t!;e !,()s and not for otlicrs. 
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ar^' prj'i Nir;'^ i a;: i -ui \ ^ 



r( a. ram ■; wan-r! ^ U 
whih' ;}a'v 



AUDiO^VISUAL ;3pocific^iily slidfi^tapesi 



<■ Mai ? ;tj ;f' ■ 
n <au)la:n:iu- ai 
■ ai a Mn 1 ; r \ 
■ 1 a ^ (apt' ! 'a 
iiaaij%- .iM^ant a 



i*-aT!l)!im :iv '-iiflM... \ : 1 1 ai a i u:i 
a hia)]nzr rh». ;iUfihi aiii! ihi' visiial 
la 1 in i aa x ] ua- a^ « ; r i * ^hn 'ai fi . ' r , ■/] i 
hi.- -It'H'N i-r inaiiHihif anu auttM^iar: 



''■''lali'ii aarn 
' plai a-t I Mil 



' "'^'^ ^11^'-^^ walpiy uarf] of all aiidin usual prnMiKaiopu iMa^ansr* 

'■^i'*^-' i"^' iLiakr', ^aahf.rair afiinjanrn; nol ^-iMnniaMy aia; :! is 
r*a^rtalnrr. Maiiv Traiiiifia ^^Mr^n'-Moa /a.nr.r. / aa.a 



IIU' iU.'- 



a iiaa-aofi ( ^ iiv^i' i \ vJ ^ , !(^; ,,nn^ aia 
;rnaM a ^ 



WHiTTEN TE)(T 



pamphl.'ls, inanu:i: . .■in-ulars, ip.son ni<),]iil,.s. ,.ir, ( Prrjuraiiimcl lnslru<'; w', 
r"(!nir^'H a wry .serial lyy,c of wniinu skills and not niclnth ' m .hi. ^ 
''*^^y"^''"\'"^"^>' "! pnnnpii-; for ch-Vf!upiim pkk! wnii,,i i,.>.i ,„n h,. a, 
I'l tnc v.Titina (ji i'riiui-arnnu'il Insn-uriioii, 



OTHER 



ir th.- (lolivrry sysicm is similur to om- nf the iihnvt. you ma%' uroun the nbjcrtivt's 
with thf. similar sysl«Tii, f jthcrwisp, pla.M. thorn un.h.r "()t!i(-r." i'iiis job aid will 
in- usrfu! only as a puid<' to thi. guncral prmcaph.s of instriictinnal dinnlopmcnt'. 
It can not l)f used a jiroc-cdural Riiidc. 
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hZunLLLLLtKL tilt CLudta iduici' 
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^^^^'^"'^ VHi.H), ynll wnil! in U;^r UH-jinuiLirs ihnl Will .^iinuilatt' th(^ 

aunio st^iStv^; 

sound i'fftH'is 

- tiraniat izat ion;^ 

— rhaiiuf's in piirh, \nw\ and inunsity of vuiur 
parin:: 

IlowpvPr. do nai avi^vusv a ijH-hnitiiR-. AfL-r prtdKirinM a st-ripi tala^ it U) th* 
aiiuu) prodiicta^ lur ins advuc an iunv le ijakv h raost pfn^cUvis 

^ For ('xamplt' of what thp ID (dn-cklisl looks like whon UHdiniqiH^s us('c] to 
stunulaU' III.' audio scmis*- iin^ s^'lc(ai^d anfl t^hc^rked. sen nauo L^H Not^^ 
Si^niou 1 , nunihcr L 
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^Oiv civ' Z ptepa 
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List t-iKUJiili of' an i^xpianntioii h ■■ 
ill in \'.'ri|M -un' iiKH 



''Uf^h iiMni. Do not \\ v][i^ n:nr<^ :ha*: 
ilu^ Hv^^ draft mattaMais haw luMai u^Mrd. h i;- ihh ^.fj 
Lhan lU't-i^ssary lor iwu vrasons: 

I^"^^ ^^^^ nnu' to ihv ooursr writer antl i.lu' stud(-ni. 
\\ luai k^sson niat^rials nr«' !.><ov! i' . i.» . . = 

of .uriUMi.iu inicrniniion ilian idcntiry i'KCi-l^'QarmMum'''^ 
- Wh.n writ.n, th. final v.r.u.n of a s.ript, uh- iIk- format shown h.-lnw Not., 
tiu. n.:,u „u.. or ih,. s.npi .•onuuns all of th, spok.n narration that will h. h. 
111.- h'lt HKlo I, lor m-vmv (hruciions mvh as addnif/ musu. or sound nlTcrt^ 
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Format for AucHo Script 



Dirocttons 

includo diiy spuctdi ciircutions on 
tnn U;ft sicjo of the script. Thusf^ 
could hi' musiC, sound uffncts, or 
ftny QihiH- outsido sources which 
will bo addfid to thn fiiini scopt. 



sido of the scrioL 



Narrntiori 



Also, wotu any spucuii direcoons fo, thn nnrrator no 
this sido of ihu script. Poi uxarnplu, inclnrh' rhnnqos 
tma*, tono or ancnofv uf yoicc and ind. citu tii.Mi ,:i 
lirnckots ( j . 

THE PART OF THE SCRIPT TO BE READ IS 
VVRirTEN !N CAPITAL LETTERS. 

iDirectiOMi to Itic narjnror .jrc Wf Jttnn iri Iowim cnsf- 



lu)r oxamplo of what Iho U) ChookhHt InokH like 



«c-ript in th(^ onrroot format, rofor tu paKt^ I.E. Nolo 



:i loan 



hoc^tion ! , numhor 2. 



L,25 



HoLij do I diiLck tht CLLLduj sculpt ^o/j au^ituiLivtif? 

o If [?{)hhihUs hav!' ^nmi^atw rrad iho Avnpi io yuu^ ur at least read it. aloud in 
yi)urHpIf. Do the !< =>as tKn^^ or du('-> the seript seem disjoinu^d? if any part 
s<M'ins unclear or un) sparse, add or di^lete inrormatioi] where luH-essary. 

'^'-^ r^,i:np^■ .u' wIkii il) (^fieekii^t looKs iike when yuu have .aieek-d Ma- 

seripi f()r (H>nlinuUy, sei^ page I-H. Note Hecnioii 1, nuniber 2. 



from bjdck 23 




HoiA) do I do^tmlm tkt pacing mu&la and patuu ai 
tkt p^2^e.ntatlon and IndU^mtt tkl6 on tkt 4c/Upt? 

• Decide where changes in the pace of the presentation can best be used to highh'ght 
the script and maintain listener interest. For example: 

- If you want to tell the audience what an air raid siren sounds like, do not 
describe its frequency and pitch. Instead, use a blast of a siren, 

- Rather than simply explaining the contents of a speech, use a dramatization. 

- Use appropriate music to bridge the gap between different parts of the program. 
(When using music, remember that the music should not attract undue atten^ 
tion but shouid^complement the narration.) ' 

= If pauses in certain parts of the script are necessary, indicate these on the script. 
Also indicate if normal pacing changes^ither faster or slower, 

# Indicate directions for pacing in lower case letters and brackets [ ] on right 
hand side of script. 

• For example of what the ID Checklist looks like when you have indicated the 
pacing, music and pauses within the script, see page L-8. Note Section 1, 
number 4, , 
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from block 20 




Hou) do I plan th^ we o^J vianAaX.Loyi ioK a ^Udz tape, 
audto- vtb ua,t p/io ducZio n ? 

• Thisjob aid covers the production of slide4ape programs such as are used with 
^nc Bessler Cue/See projector. With this medium you want to be sure that the 
visual and audio work together to present the lesson. Keep in mind the follow- 
ing points when planning your narration. 

=- Narration (audio) should be used to explain details, suggest relationships or 
viS """^ °^ information that cannot be adequately explained in the 

- The narration should always be related to the visual being seen. The narra- 
tion shouW not compete with the visual by describing or calling attention to 
details no m the visual. If in doubt, ask yourself "does the narration com- 
£!ement the visual?" If the answer is no then rewrite the narration until^ 
It does. 

- Use the narration to identify or describe the content of a visual as soon as 
the casual appears. Do not make the audience guess what the content of a 
visual IS all about. Tell them. 

- Narration should always be simple. Do not use long, complicated sentence 
structures w:th multiple clauses. Use a simple vocabulary. Try and strike 
a balance between brevity and simplicity without talking down to the 
audience. 

- Vary the pace of the narration: Allow for breaks of silence to bridge different 
^suals or ii^e sliort musical bridges that serve to vary the pace of the program 
But remember, the mu.sic should complement the overall pace of the program 
Do not use loud or boisterous music that will distract from the visual portion' 
or the program. 
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to block 28 



Hou) do J plan tkt LL6t vUix^U ioK a sUdi-tape. p/wg/iam? 

• No single viBual (i.e,, slide) should be on the screen too long. After approximately 
20 seconds the audience tends to become bored and restless and easily distracted 
from the program. Remember this when planning the slide4ape production and 
avoid writing 40 seconds of narration for a visual that should not be on the screen 
longer than 20 seconds. If a longer time period is needed to explain a visual, a 
second similar visual can be planned to follow the first one. The second visual 
can be taken from another angle or be a different size than the first one. In any 
case, it should be different in some way but still be logically related to the first 
one. Also, try to vary the pacing of the program by having slides on the screen 
for different perioJs of time. When disigning a program, do not think of tech- 
nique first but do remain aware of the fact that the program should be lively 
and interesting. 
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to block 29 



i.fti; jM.ini v'tiMf ifUijii 



from block 27 



* Hiiugfi iksichfi lu iuti !(5u;?i ire 
t fi.r iiiuhti infiifmidon and ^uniin,it. 



!0 block 30 



HoiA) da I p/tepoAe htoKy boaAd^^? 

* Now that you have done some planning for the audio and visual aspecU of your 
les.son you are ready to start the actual production of the slide-tape. Follow the 
sequence suggest^ d below: 

1) Examine t-./ h learning objective to determine what visual will explain 
it best, Thej. draw a rough sketch to communicate with the artist 

or photographs, your idea. Rough sketches or stick figures are called 
story boards . (An alternative is to write a detailed description of what 
content the visual should contain. 

2) Mount a sequence of sketches on a board so that the outline of the 
sequence of your lesson can be illustrated (layout). 

3) In addirjii to the sketch, which is placed at the top of the story board, 
write on the bottom of the story board the narration which will accom- 
pany the slide. If music is to accompany the slide indicate this also. 
See page L-32 for example of completed story board frame. 

4) Record the number of the Learning Objective that the story board 
relates to. 



® For example of what the ID Checklist looks like when these steps in the production 
story boards have been completed. See p^ige L^g, 



Example of completed story board frame. 




from block 29 

iit ^jtjtfLiiirai 



TO titnnk 31 



How da I /Leu^ew the. sequence ^t/ie ^^Ky boojidi? 

• The combination of all the story boards forms the script for the slide4ape pro= 
gram. Therefore you want to review the sequonce of the story boards. 

= Visualize the sketches on each story board. Ask yourself: 

1) Does each picture and accompanying nan^ation follow a logical sequence? 

2) Are there any ambiguities, or gaps where information is missing? 
If sOj add more pictures or narration, 

— Run through the sequence several times to check the order, 

• For example of what the ID Checklist looks like when you have reviewed the 
sequence of your completed story hoards, see page Note Section 2, 
number 2. 
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from block 30 

Pi!i/lndi£i!i/Chi£li 
Crtm^Diiiian rtf V<iuiM 
{ID Chfckhifl 



■ f Of lufifttf iHfLiJfiiitjyn ind guidihcf 
«i below 
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H block 32 



Hoi^ do I pUn and Indiaat^ the. aompo^Ulon ol 

* m!,Sr '^""'^ ID Checklist (Section 2. 

* f.°.h"' Photopapher or graphic artist with enough information as 
to the compos,t.on of the visual. He needs to know your plans^or surSngsIs: 
— What details are included 

=- Size of the details (should certain parts of a picture be nhotoRraphed in close 
detail or magnified (blow-ups))? k pi ea m ciose 

~ Use of colors, highlights 

= Use of arrows, circles, numbers or other techniques to clearlv delineate 
one part from another (special cues) 

= Use and size of lettering on photos, diagrams, etc. 
• fndicate this information on the picture part of the story bnard. 

' co^nn'^"^'' ""IT^^-- '° '"^^ ^hen you have planned the 

composition of the visuals, see page Note Section 2, number 3. 
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Compllif/ChHls Viiyjl 
Cgifipgninil hy 
Caniijiiiiion wlh 
F%gt8gi!BFitr/Arriir 



to block 33 



What ^ th& puApost o£ aon^iJLtting Mtth tke. 
phoiaQnaphaA gmpfUa OAtUt^ 

• Whether your r.tory boards call for the use of photos or drawings, each frame 
should now indicate the exact composition of the desired visual, 

• For Photographs 

^ If your story boards call for photographs, take them, to the photographer so he 
can begin taking pictures, 

^ If he has to take on-location shots it may be necessary to accompany him to 
the location, 

— ^ If he is to produce slides from books or manuals provide him with all necessary 
details. 

« For Drawings 

^ If some of the slides require the production of graphs or diagrams, take these 
story boards to the graphic artist so he can begin drawing, 

— When the artist has drawn the visuals, take them to the photographer to have 
them photographed. 

• You should now have completed all the visual components of the slide-tape program 

• After you have completed the above, check Section 2, number 4 of the ID Checklist 

• For example of what the ID Checklist looks like when you have consulted with 
the. photographer/artist on visual components, see page Note Section 2, 
number 4. 
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to block 34 



HotAJ do 1 c.ompleX&. tke, aucilo portion oi tiit ^cJUpt? 

• You already have the narration on each frame of the sto-y board To write the 
audio portion of the script, simply copy this narration onto the script. 

• Take the completed audio script to the audio producer who will arrange to have 
a narrator do the reading, 

• Note the Audio-Visual Format below. 

• For example of what the ID Checklist looks like when you have completed the 
audio portion, see page L-S. Note Section 2, number 5, 



|ormat for an Audio^Visual Script 

VIDEO 

All the visual sequencis of tha 
program are written an this 
side of the script. 

Story board pictures cen be 
illustrated on this side of the 
script to correspond with the 
narration. 



All narration and specific 
directions for the narrator 
ire listed on this side of the 
script. In an audiovisual 
script all special directions 
that have anything to do with 
audio such as music are written 
on the right-hand side. 
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from block 33 



34 



(iP Ch^khitl 



i Fur fuMhei inloi/naj.Dfi and gwitllfiEf, 



I 



n 




HoiA) do I J^YidLLdotz tkt ^Lidz dicing e^? 

• The final production step is to indicate on the audio script where the slides 
should change. 

• Make a small "x*' (or other similar type mark) on the audio script where the 
slide is to change. 

® This mark will provide the audio producer with the required information for 
synchronizing the audio and visual components of the program. 

• For example of what the ID Checklist looks like when you have indicated the 
slide changes^ see page Note Section 2, number 6, 
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tforn block 25 

X. 

' Sfi!«fn iiir Jhil Gfuytf"'^ 
-..^ -iiiQiWnriin ....-^ 
^- It.! 



T 

to block 21 



» Ffij iuMhrt informaiian diid guidinii. 



a//ia,t .a .€/ie puApcae a6^i;ig 4^mp£e m^dLa and 

• Your purpose in c .voloping instructional materials is to help the student to reach 
the termmal learn.nB ol,jective and its prerequisite learning objectives The more 
tifeci,vc.ly you csn communicate with him, the more likely he is to leam from 
your mstruction. Therefore, it is important NOT to exceed the student's readinE 
level (or vocobul.. . level if your instruction is audio-only). ^ " 

T'^f'' '^"^ f """'y '"'^ *° ""derstand. You should use words 
slmlencc-s" " ' '"'^ ^"^'^^ ""complicated 

The following list of guidehnns for lowering the reading difficulty level of your 
u struct.on is divided mto two sections: (1) Word Selection and (2) Sentence 

''^ « formula for actually measuringThe^eSing 

gradi! level of your materials). ^ 

WORD SELECTIOIM 

1. Use SHORT, FAMILIAR words when possible. 

Poor Choice Better Choice 

accordingly gQ 

assistance help, aid 

facilitate help, ease 
utilization 



use 



^^asible possible 
implement carry out 

Reading studies show that short, familiar words tend to communicate better. 
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Use CONC:ilKTE, SPECIFIC words. 

Poor ChoiLj Better Choice 

aircraft B-52 

majority of solciiers 95% of solditJrs 

physical needs hunger and thirst 

weapon M-1 6 

Abstract words mean different things to aifferent people. Thorefortv they can make 
your intended meaning unclear. Concrete words communicate more easily and 
precisely. 



3, Use NON^TECHNICAL words. 



Poor Choice Botter Choice 

clavical collar bone 

NCOIC non-commissioned off leer in charge 

terrain groLrnd 

experimentation tost 



When a technical word cannot be replaced by a non-technical word, and you think 
the word is unfamiliar to your student, explain the technical word in a separate 
sentence either directly before or directly after its first appearance. 

Of course, if your student has a technical background in the area of your instruc- 
tion, technical terms are appropriate. 

In the case of military abbreviations, It is sufficient to write out the complete term 
followed by its abbreviation in parentheses the first time; and to use the abbreviation 
every time afterwards. 

Example: The non-commissioned officer in charge (NCOIC) gave the order. The 
' NCOIC told the men to shine their boots. 
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Use ACTIVE voice verbs. 

P22LChoiae. The statement must be updated every three months. 

You must update the statement every three months. 
The truck will be driven by Specialist Jones. 
Specialist Jones will drive the truck. 

"^^^^^ ^ P-i- voice. However, 

example; otherwise, the jo/ma;^orS lo^'T^mo " t ^'^T"^''^ 

IS important to your meaning. ) " ' *° *^he statement," 



Better Chojee; 
Poor CholcB i 
Better Choice; 



5. 



Avoid changing action verbs Into nouns. 



Poor Choice: 



"""^ :::,:zT' ~ « -we, ... 

When „e changed into no.ns I, „ ditficu,. to t.,. "who did „h.. .o whom." 

SENTENCE STRUCTURE 



1. 



Use short, simple sentences* 

Poor ChQlce 

In the case of the habitual 
offender, there is nothing to 
, do but remove him from the 
Service; needless to say, he is 
what might be termed ineffsc= 
tual as an officer. 



Better Chojee 

Remove the habitual offender from 
the Service. He is not an effective 
officer. 
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2-^ n 



Avoid Htriii^s or prt^pusil.ional niiraKi^H. i;J_x:irnp}e: I'hr hanti of thi.' nuin on thi^ 
rooT of liip houses 



ShorU-n proposiiional phrases. 



in a rndnfTor similar to Wka 

vjix\] f effirenco to " filjoMt 

in view of thu fact since 

with duo regard for for 

in a situation if) v/hich wiTcn 



Avnid waste fill words. 

Poor Choice 
are desirous of 

gained from the followincj source 

it is reconi mended that con- 
sidf:!rat!on be given to 

is responsible for selectiny 

rnake provision for 

take appropriate measures 

the fullest possible extent 

afford an opportunity 



Better Choice 
want to 
from 

we rficommend that you consider 

selects 
provide for 
act; do 
the most 
allow 



^ For exiiniplo of what the ID Checklist looks like when you have eheekod yom^ 
writing for short, simplo words and sontfMicos, sec page Note Section 3, 

number 1. 
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L»4 1 



I 

to block :ia 



Houj do I dev'i.iop a peA.i^omcnia(L-OfL.i entPc' 

'3 Avoid Topic-Oriented Style 

o Topic-onemecl wnting plac.s h.avy demands on Liu. mading, «tudv,n, an.' 
c'nnt:cptualizing skjils of Lhu met. ^ "'f,, «n^, 

Topi.-.on.iU.d writing ioruses (,n the goneraluationH and conrent. whi-di 
s UUae a body of knowledg.-^it ..lis "about'- a subject area rati; i n Lm^ 
vvliat Lu do" or "how to do it", ^^nnn, 

o Topic-ofiunted materials do not identify a partieular usor audiem-P A tonir- 
onented manual . frequently described as a general reference text: intend 
for anyone from Private to Gcner;r. ^ mLenatu 

c Tnpic^oriented writing dues not id, ntify suijject^related duties and tasks who 
m,gh he expected to perform then, or how any g.ven user might pe fo^m hem 
h descriptjon of the "body of knowledge" may carry implicitions' fo^ dl, J ' 
a Kl ta«k performance for everyone from Uie Private to the Unit Comman^^ 
Hum^ver, , 's left up to the reader to deduce from this descnption wSt" hSes 

© Do Develop Performance-Oriented Style 

- i'erformance-oriented writing focuses on the duties and tasks a user is expected 

ta.k. ,t tells the user, "what to do" and where possible, "how to do it", 

o I^erformance.oriented writing identifies a particular user audience To write 
performance-oriented literature you start by identifving wlio you' expect he 
major user to be and the subject.elated dut.es and tasks this user wof pe 
You then transhre your knowledge of the subjucL urea into the informS^d 

ha;:e ku" " 
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In pvrrormancL-orit^iUt'u wriliim, Information is h^^iiH;r(d {rem thi^ ''body of 
knowlodue^' and organized to plaro major omphasis upon lis appIic-aLion to 
duty and task performance. It ''talks'^ directly to the UHur, the duties and 
tasks he is expected to perform, unci how he can periorm them. As a result- 
nertormance^oriented litemture has j^roater relevance to a joh Irainin^ oi -ub' 
perlormance setting than topic^oriented literature. The reader does not have 
to strain the information he needs out of the general pot of knowledge and 
then Wiestle with the ^^so what should I do about it" ciuesiion. 
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ERIC 



EXAP/IPLES OP TOPIC-ORIENTED WRITING VERSUS 
PERFORMANCE^ORIENTED WRITING 



TOPiC-ORlENTED V/HITING 



VERSUS 



PER FORM ANCE = ORIENTED WRITING 



EXAMPLE l-A rOPiC 



fXAMPLE 3-B HERFOf^''.= .^NCE-OaiLNfED WRlTiNQ 



tp*!* »fi= I r*.= r . 



fH-M if th.- hra! .■■ . <h it ■ivri^ 

iliMifmfi'.i «• fii'" K.:n*-r-i:-,i ,^,^Fi,!,i ., , . ... 

'TUF V?r'.!nh.-.r5 !i ^{-frri^'Ti^ Sii i ..Fljiri! 



• •.jppiy > ,| N »r 




i I i..«,:f th.: ..U- k ril.l th.: ■ ^, i,.,.,; 

NOTE- 

f>l L"i><>vf Lti^ lli> h wiLti :tr>' it< tl.^l it iii»:« nijL Ftiikr ■ Ipluh 

r.tcL f.::3l! i-r -L!..:r i r J.-: IJlll.ir: jj : i' U i 1 K 

L'i V^hrn >>./u Kniif a «mnll n.in?iiny<l lAnk aKi!-h t\i* » rfrprfni'F 
t"jml, tiritr whf^LhfT tiii: rrSMifiK ■■n Ifip Ki(fp ttii-k <t t.ir Frfrr^n.r 
i^nnl ii trsf SSitif- il lJi*= fi=fi'ii-nir hi-iiihl mT thf tiiik 

Ihw f 1^:1 pi" tLI ihi" Itillii^.' (jaiSi- 



Irflii- inly nSiJi Wirif: jF,:ijnil .tf ir> hji ken ?.if i!i[)|'ly 
ih IVry miiy itJirl h-^aliiiji in. I ^h^n lliry Jh^i ..nu^ 
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2 J-; 



EXAMPLE 



Topic^Oriented Writing 

I 't ) r-iiH *' thr rnn viTitifinal rnund fan f;>*: 
ftrt-d fnini a .^UitinrHif _v Vf^hick? or a friovjng ve-- 
hi.'i.' in thf ^iiihihjA^A mrfdp. sfEef aequirin^ a Ur- 
K"t rhi' vpfiH It-' f<>rTirt7Bn<jt'r mij^t L^.^ge dirc<tions 
Ifi thn Hff\*'r l*-'fofr iK.^iji: MiP initift] fife totn- 
mnnA {f thp vehicio cofTi;.;*.: 'iff fiesires to fire 
fri»rn it HUitinnjiry vt-hirie, he finnrjunrcs DRIVER 
WTOP. If ihi' vehieij? commflnMer flesira^ tx3 con- 
ti/iut' moving whih? firing ht? announce.^ STA- 
HILIZKD. ftfifj thf'ii ivHuea the fire command 
ArrjLurj'.H tafg^ei. ui^yeA directions Is 
driver. UHtimiitOM rfinge to t.irget. l^sup? an initifll 
ficp cnrnrnand, and lays ^un iAUficher for tUr^c- 
iion 

(f^ N^h*jn thi> ifunncr finnoiincp^ [DEN- 
T^^■!E^. vehicle comm/indHr relpHses rontrol of 
tiirr*'t to KuiiJirr ami liikea up a poaitiQn iq ob= 
aorve fifiv UTien nring cnnventionft! ammuhitjon, 
tht' vehicle rnmnjAndef ahouid brace hinuwif 
ttif^iriMt reaetion of thp vphiele to flhock prn= 
fiiui'd by firing. After injlia! shofk, the v^ghiele 
pomniandt-r may take up hi.i hinoeulgr and at. 
ttimpt t!) .^efiHe tho found if the target is bcygnd 
L'JfKl mt-tefS: Jf the lArget i-j nuafef than L20C 
fneierft, the vehicle i-ornmander should atlempt 
to Monse the round without aid of a, binoeulsf. 

id) AdjijHtfl fire as neceflHary. 

{*■) Terminate?? engagenient hy ftnnoiinc- 
ifig TEASE FiRE or TABGET=CEASE F[flE. 



^ Fr.- oxample of what ID ChurklisL looks 
for performanco-oriontt'd style, see pagp 



Performance^Oriented Writing 

(ME51 ARMORED RECONNAISSANCE/AIRBORNE 
ASSAULT VFHICLE, AR/AAV) 

r. c:hf:w dutikh Dt'KiNt; tarc^kt KNnAOK- 

MKNT 

* I } Dutii'H uf thr v.-hiolo fumfnandtT 

rhf vehiclt' rommandtT pick^ a Lurgpt. 
{hi He dt>t:idt>s whether Uj fmj with tile 
VL'hicjy moving Of &topp*:<i. If hu 
wants to fire whrle the vehitde ls 
Htopp*Ki, hp .ytys DRIVER STOP. If 
hp wantii to fire while the vphielP i.q 
moving, he says STABILIZED. 

(c) Hp i^Umati's the rsiflge to the tarKet, 
and givp.q R fifo rnmrrmnd. Thrn h»' 
inys thP gun/lriunrher for direction. 

(d) When thi- Runn'jf says IDENTIFIED, 
the vtjhiele conimander gives control 
uf the tum't to him, 

(e) The vehiLdo eommunder get-5 in pLag? 
to wau:h the Hre. He must brace him^ 
Hplf agamst the shock that fifing 
rnakf=:j in the vehiclp. After the shotk, 
he tries to .sense the round, He may 
uui his binoculars if the target more 
than 1200 meters away. 

(f) He adjiLsU fire m ntHKiixi. 

(k) He sfiys CEASE FT RE nr TARGET- 
CEASF: fire t<3 end the fmng. 



Yikv: wlu^n you havo checked your writing 
'3. Notu Section 3, number 2, 
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lo block 39 



o Ah you wriLn a paruurar^li, you should niLike sure thai vour main f)Oinis Hiancl nut 
cUM.rly. Don't let your writing become vague or wordy = 

Avuici Writing Whicli Is Too Vapue 

A passage is vague when it lacks proper subordination. Mau. points and 
stH^ondary points arc run together aa if they were equally important. 71ie 
reader must handle several ^^equar^ details rather than a few main points 
together with the information which supports each of them. The passai^e 



lacks needed emphasis. 



For Exampla: 



Vague Writing 



Ulear Writing 




CRCT DLm&S DURING TARnET 
ENGAUEMKNT 



(a) Smcv xhv convonUonaJ round can 



f 1 ) Dutiei of the vohjclp rommaiidef 

(a) The vehielf? commandf?r picks a target. 



^K- fiftMi from n stntioniify Vfhiclp or a rn(jvini^' 
vt'hicjn m the stabihzt'd mode, after aequinnK a 
Largt't thn vohiclt? commandnr miLqt issue diiec^ 
tions to the dnver before issuing the initial fire 
com man rl. If the vehicle commander desires to 
rife from a stationajy vehicln, he announeifs 



(b) He decidt^ whether to fire with the 
vehicle moving or sUjpp:>d. If he wmts 
to fife while tile vehicle is stopped, he 
DRIVER STOP. If he wany to 'fire 
while Use vehicle b moving, he gays 



DRIVER STOP. If the vehicle commander des™ 
Ui I'ontinue moving while firing he announc^'n 
STABILIZEU, and then Lsfiucg the fifi? command. 



STABILIZED. 
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hi Aw»ci ^-1^^''^^ Has Too Mu ch Dt^lail 

'I nn much tletail ik uHually the result of svritin^ to more than one user or 
of wrilin^^ to no particular ustT at alh Write to your primary user. Give 
him all the information that lie needs to perform his jnfi. I.nave oni 



For Exampie; 



Too Much Detail 

TTiieki'd vf^hii }»Hi arr usuiiUy movink' it)n^ 
liLsLTirii by fH-in^ trans|K)rtiHJ nitlit?r than by 
priMiMthne under thtMf nwn pnwvr Instructions 
fijr hjutlin^ vi'huUfj, on iiifinifi art' providtHi in 
tho U^-hnical manual of iho 10^500 st^nt-s. R^uJ 
mos.Mn, ni b probably uhi^d mohi. In oyntmi-ntal 
Unitt'd ^^Uitt-?-.^ the Ajisociation of Amenran Rnil- 
ruads has a stjindafd loading plan that npi^citivH 
thp minimum lashing and blocjdng for each typo 
vehicle Since there are different maxiriiurn 
rtu|uir*wents among the dsfft^rimt mil Imos, thu 
niwc^t ii^ent wUj have bt.H?n consulUxi for partic- 
ulars when vuhicU^ art' to he luaded on railroad 
oars, Euih unit usiiaUy bt'^omes responsihle fnr 
ioadms its own vehirlj^j -it is nncessary that you 
h'afn how your vehinle must be loaded, Tho icub. 
nu-aJ mmiua] fiir t'uch type vehirli- gjvi^i tht^ 
minimum requirements of the Army for loading 
n_nff lashing the vehicle, Th*}se rsMjuiremifntR 
u: ..j,Uly clost'Iy pamliel thn.H*> of the railroad lines.. 
If you are famijiar with the requirnmenu m the 
t<Hhiiical manuaJ it vfil) Ih' very easy to adapt to 
ajiy additional renuiremenLs of the rail jme 



Concise 

e. Moving hinff distancrs-. Tracked vehirln^ 
are not usually dnvun long di^tance?^- Inil4?ad, 
they are moved by rail or by air. tkeh unit loads 
iLs ovvn vehicles, so you mHH] to know hfjw in 
load yuur vehicle and tie it down. You will fitid 
this m formation in the tiMjhnical manual for your 
vehicle. U^am it. If you need ta. you can add to 
this biL^it: information the requiremenU of the 
nnlroad line or of the particular lypM? of aircraft. 



© For example of what ID Checklist looks like when you have cheeked what main 
points in the text are emphasi>ced, see page Note Section 3, number 3 
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from block 38 




to blotk AO 



do T d2.vel.0p idm.6 cZe,aAZLj7 



o Whon you write a series of paratrranhs or nris^nsf.. .„:n . 

conlusmg ,f you do not cjeariy develop arid sequence your 'mam' points 



^> Avoid Redundancy Betw een Paragraphs 



When you think that you are makinR two different points be sure that one 



For Example: 



Redundant 



Concise 



Antsnna fihouJd be lo^tod on hUb overloeking the mn^ 
rounding terrain and jungle pawth, 



Ant«infls should be looted aj high ju p^ible whan the 
antenna site U l™t*d direcUy behind an intervening tmdn 
mesk. If feajible, ye the radio s^t to Uie tsp of a tree and 
operete it from that loatioh by remote eonyol BMm 
tilUng of an antenna awny from the dlfeetien of the dbt^i 
station aho will help to br.-ach an obstacle. 

Ant^nfms ihould not bo located in risirow vaJlcyi - 
between ndgm or Pttetch^ of hiJ7;h 



Height of antsnnn^ If you can, pkce antennas on hilis sr 
other high spota. The lignal wUl then paaa through lesg 
jungle p-owth and have a peat^r range. Ne^-er plac- your 
antenna m deep narrow valleys. When the p-owth or lefrain 
is very elose, pUce the antenna m high up gj you can Tie 
the radio set to the top of a &ee if pogsible, and run it by 
remote cont?oL 



jungle po^rth. 



DiiU rvni iiirorniation ahoiit U 
iiot M'idlvn^tl thrniuihnut fliffo 



n point 



nnt-r ; 



xample of Scattered Information 



n'ft rs t<3 fif«' 



f ft'fnr.q 



lo firf>. 



to i>rj5itjuns. 
to wcai^Kjns, 



1: rrfjTfi tn nin^^c? rrirtjti. 



pn'fparntjun of Lh*:- p-asiUon ini ludt'; 

- '. IZ H^^^^ Cociirdmaiing with enjwn unti j^unnrn: of 
'(h) 



Si.ipt'msing thr prpparutian of fosholi 



) HufK'nnpmg tho pff? para t inn of fi;n^t'^ 
cards tfi includt* assUlin^ in Ihr i^Umntion of ran^HH uj 

^ (d) insurin-; prnvif.iun for dolivury of fin^s 

improv1s*?d proerduri?s ftjr doliven/ of graz.ir'i.; firi* by 
rinp? and autorhjitii: rifli^s iir.'i prf?arr8ngtxi ^t'nadt^ 
iauneher firos. 



^jc) Hupt^fvi.^ing thp cl paring of fir Ids uffirtv 

(f) Supior'T'isifig Lhf preparation gf .Tuppu*- 
mentary positions. 

(g) Inspecting positions to nmtc thfli 
pamQuflage and overhead covprs arp suffjfiL'nt. 




(h) Insuring that all weapons havp thi:if 
hattlpsi^fit setting and are optTative. ann that adequaU:' 
ammunition is svailable 4nd distrihutpd, 

PrPparin^ a skptch in dupiicate of iht' 
squad'!* &f>ctnr of firo. showing prominent Inndmflfks or 
terrain features and the fange?i { them. He gives one 
f^keteh ia the piatoon i/'r>;l^ , i] kH'ps nnu t opy 
for him:'^?lf. 



o For example of what the ID Checkhst looks like when you have checked that 
ideaB iiro deveioped clearly, see page L^8. Note Section 3, number 4, 
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from biC'ck 29 




HoLV do I d2.ve.tap a cttaA (pmcutfi 

^ i^^ jd a R un-Together Format 

A rL i^together format is a solid mass of print. The reader cannot easilv sran it 
M. cannoi easuy idenuiy and lift out Uu^ .up^uate points. The noiution to a run 
together format is to break the text up into visual "chunks" which fTOup the 
information logically. Proper visual ehunking lets the reader scan and identiiv 
the separate points easily. 



For Example: 

Run-Together Format 

b. Raoccupation of Poiltion. VVhun the 
firmg position is Us be reoccupuTd, whit* Inpe is 
svetrhed between ' the two pound stakes to 
faciJitatG aligiiment of the tank's right or left 
track WiUi the Yielded Lights on the aiming 
stftki'i turned on, the gun m tfsveri*>d to the a/iglc 
of the aiming sakea and Uie tsnk is moved 
forward adjacent to the tapo (fig 14=^), The 
tCunner controls the final poiitioning of the tank 
by observing through his sight until the far ligbt 
appears to bt* above and in Une with the nmi 
Ught at which time the Lank U halted. The gunnef 
thfn, iiaing the resetter kTiob on the azimuth 
indii:at-Qr, indexes the pre^r»>corded dt'flectjon to 
the aiming stakes. The tank la now pogltioned so 
thsl the range rnrd data cnsi be mc'd to 
engri4^e targetR, 



Clear Format 



b. Haw la Moi*€ into a Marked Pasitinn 

i 1) Crewmt^n streuh white tape 
Ni'tween the two ^ound itakes to help position 
the tank'^ track, 

(2) They turn on the lighu on the two 
ajming stakeg, 

(3) The gunner moveri the turret to the 
angle of the aiming stakeg, 

(4) Tlie driver moycg the tank up next 
\o the tape, 

(5) TTie dnver stopi the tank when the 
gunner ge^is the fur light above the nor li^jht, and 
3J1 line with it. 

(6) The guiinor MRm the resetter knob 
on the aiimuth indicator to indeit the pre= 
rrcofded deflection to the lighted aiming iftakei. 

(7) T^e tank ia now in position to uss 
the range card datfl. 



For example of what ID Checklist looks hke when you have checked that format 
IS clearly developed, see page L=8, Note Section 3, number 5. 
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from L ock 4Q 



41 i 



to block 42 



HoLV do I LL6t tluz iomuuta ioft dUoJunuiinq n^oadLyiq 
dli Acuity IcveZ? " ^ - - j 

GENERAL INSTRUCTIONS 

1) Soloct the 150 word passage from connected discourse. Do not use this 
formula to check unconnected statements. It's best to start counting 
words at the beginning of a parn^raph or section. 

2) Counting the Words 

Words include numbers, letters, symbols, and ^ouns of letters that are 
surruun.uKi by white spaces. Hyphenated words and contractionH [ire 
eounted as one word. As an example, each of the folluwir:;. counted 
as one word: ^^couldn't", ''F.OM.'\ ^M,e.", ^^$32,008", *^seeond^grade'\ 



3) CJounting the Syllables 

Count syllahles the way the word is pronounced^ such as ^^row'' has one 
syllable, ''mention*' has two. VVith symbols and figures the syllables are 
known by the way they are normdly read aloud, such as, one syllable for 
(''cents''), three for R,F.D. ("are^eff^dee''), and four for 1918 ("nine?- 
eighteen^'). When in doubt about syllables, consult a dictionary. 



NOTE: An important thing to remember wi^.m using the formula for 
a quality control check is to not write to the formula. Your writing 
should be directed to the student, not the formula. The formula serves 
as a Ruide for the reading difficulty level of material you have written 
and nut the material you are gf^tting ready to write. 



SPECIFIC INSTRUCTIONS 



STtP 1 
.,r,h,n„ ISO 



3.0 



(BrgekfiiDd) Wsfdi Afd 0ns Syliabio Wprdi 



t>ni:ki.g;n^^. ranking. Icjfi [a] i:unihin;.LM>n Inf] any lurj [iill! [uf] [th,->..J 
mf^Ufus [Tnl ..dnual>-ly prnt*>rt (mosU U.'niS |frurnj Ithi'j dAffiu^iin^ ,dfr=U 
lof) wBtnr (nrj vvni^-r-vapcrs, ndpquAt.- pri-:v^rvqiion [mwU jh. j providi^j | Thi^;) 
[u] nftf^n (Lnirl rvi'n [thnuKhj |th.>l iU!m [laj |U)) I hi- 1 rstrjriHil iiii] 
w3rehou.«' prnvidud fwdhl m!=rh;inirai {mfMns] [of] .■unirnliini; Ilh.'| i,MTii>.'f.i 
^un/ iimjJj humidity .S'v.-ral mi'lhisi.s (hy] |whith| humidiiy h?) rnntfnil.^l 
Isitij] [m\ [u^'l [hy] jthi-l riihnrin' U'^rvus-S: \V:i-\ |is] aJsij |m;idi>} [of| 
mtThaniciliy vrniilatinfc| liuul] d.'humhJifyin^ ^H*HU'd ..vuunh juf) .'xiHiru; h.if.- 
hnusi^s. Appmpnai/^ runsid^TiUlnn [wiiil [h*-] kivvH [ th*' f pr.'p.if:!! - i.ui.i; 

i.jnifuili^ humidity, n'fn^rfaUHi, [und! h.'nu^j. rHi*'} iiimmnt \r\>-h. [,> 

r? ■^^..l..7\. pdi.k^»;!n>;, [aridj p:j, kin,; [v^ilii li.^-j ^j. iv.^rri.^d [hij [ Lhr j ^pi-ci 
mrihtHl [Mf] ;^tnnii^t. (phis] iih.-l ;.nl!r!p:a.Hl \U-ni:lh] \uf\ ^irMi^,>, 
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STEP 3 




^ Hpf'nrd Horujin^r Hrarln Lovf^ on ID Ch(A^k]isL. Pur ox^unpiu. sec 



L.53 



ham hfgck 43 



1. 



iiUfhitfilin 



to hlfjck 46 



from blocks 44 and 45 



to block 47 
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Ai.iikiifUt.-i (if i[!:i-cif!H ipi !<! fhi! itiiiimliiindl 

"liitrSljli 



U) biuck 49 



li'Slnir.liiiii.fl Ji:j[rMjli jtt' ti_-wijc(! 
.iLtur't'ii'j io i'sftintirtlitiii tDlipLil'ii m 



^ ^-J i> 



from blocks 4 7 and 48 
J. 



to block 50 
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frofTi ijlock 49 



■ THAUiJC Mjm ViU jtJ Hi 



i [flf t]K9t-M.<t}(!ifil( ijl i Jfiillljtit iju'ilt 

lik 1114 P;«Fltjp iHinuiinin ciiketi Ehii lupif 



to block 51 



ffym block 50 



• IfliifUEiiJf'! iiuiiU 



{ifijtfiilfMjfi 



to block B2 



L,60 



frDm block 51 




* Uuf'Fig ihf miirutiiQnil dfvflijpfFiffif pftitfii 



|h*f intl irlM (flti tine Simiijrlf mlu'nidiiun 
ma hdft hven. i-titjinsd Ifiji nuulij bf ul^'ijl li 
prijum «,i>i he i'Mip^ij lii jiiiiniCfifirid! 



ifihjiRfiiiprt Fiif fiJ4« b«ri fibiiiMed ftisf souid 



ReCnfii CnnifiiBiili 

COOHiJiNATlUN 
SHI EI 



• Cuttmi^nfi are lEturried i'ui liibmified it 

* fit' fiifftirt ^liffljnfK iff {itflirrt 



.J' 



c 



STOP 



What AA ^anpo/Ltayic^ oi pn^tpaJLlng comrntyiti ^o/l peop£e 
making otkoA ^tep^ oi tht Zyut/ta^Cwna.t 6Lj6tejn6 
dtveZapmzyvt pHxjau6? Hou) do I /Leeo/td thm? 

• In order for the Instructional Systems Development process to work effectively 
it is imperative that there ho forward and backward communication betwcLMi thi^ 
people involved in the process. At some time or other you have proliably com- 
plained about the input that has been provided to you. Sometimes, you may have 
had to do work thrt should have been performed in previous steps. 



IT 18 fMPORTANT TflAT YOU FEED THIS INFORMATION BACK 
TO THE APPROPRIATE PEOPLE SO THAT REVISIONS CAN BE 
MADE TO EFFECT IMPROVEMENT IN THE END PRODUCT. 



# In your research for this step of the Instructional Systems Development process 
you may have discovered additiunal information that you think may be useful to 
people who will be working in steps that follow this one. If so, it is equally 
important that you pass this information on to appropriate people. 



REMEMBER, COMMUNICATION WITHIN THE INSTRUCTIONAL 
SYSTEMS DEVELOPMENT PROCESS IS CRITICAL FOR EFFECTIVE 
INSTRUCTIONAL DEVELOPMENT FOR SUCCESSFUL MISSION 
ACCOMPLISHMENT. 



• A copy of the ISD COORDINATION SHEET can Uq found at the back of this 
manuak Make sufficient copies to enaljle you to send one to every individiial you 
wish to communicate with^plus copies for your records> 

® Complete the ISD COORDINATION SHEET in duplicate. Send one copy to the 
individual and attach one copy to the Instruction Settings Selu^t-tion Pat^ka^e 
(ISR Sheets). 
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JOB AID FOR 
VALIDATING INSTRUCTION 

ISD III. 5 

Manual 



This IS the 13th in a series of ISD Job Aids for use In instructional design and 
clevelopment. This volume is to be used as a supplement to the primary document 

-Jot. Aids: Descriptive Authoring Flowcharts ISD 111,5 Validating Instruction " The 
nuwchart document will direct you to specific guidance, examples, and references 
provided m this volume. If you do not have the primary flowchart document request 
it trom your supervisor. 



The wording in this manual should not be construed to 
discriminate between the sixes. In order to ivold a 
repetltloui use of the terminology, "he/shi," the terms 
"he," "him," and "his," as well as "men," are intended 
to mclude both the masculini and feminine gender. Any 
Bxceptions to this usage will be so noted. 



ISD IIL5 Validating Instruction 




Ininidiiilitiii hj Ihe g»""'-^_il- 



Itiii .hiMiUiiti.iiM ti!')»itl« ihe mei W*\h 



to blf5ck 3 



! J[il! Ai.ji 
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M-3 



from htocks 1 unci 2 

X 




to block 6 



WhcU U thd \JcLUdajt2. ImtUL^jUon Job Aid atl aboLLt^ 

• GOAL 

eSft'^^i^Ir^"""^' instructional material (course, module, lesson. 

H to Th "° ''^^«°"^bly «"re it teaches what you wan 

IS.nrvJlidaUon';^^^ °' '''' ^° ^'-'^^^ ^'^^ P--'^"- 

There arc two typos of validation trials described in this job aid. They are: 

1. mmmjmdmmTm§-Om trainee at a time evaluates the 
ellectiveness of the instruction to identify major "bugs" in the 
mstructional material. After one or more individual evaluation trials 
needed revisions m tlir instruction are made. Individual Validation ' 
Trials contmue until all major "bugs" have been identified and 
corrected; 



The instructional material is administered 



Group Validation Trials 

*°^f°"P."i representative trainees to identify any problems (bugs) 
not Identified ,n the Individual Validation Tri^s. Again, necessary 
revisions are made m the instruction. 



• OBJECTIVES 



Given the appropriate directions, validate a proposed unit of instruction, 
dic^lm:'*''^''"''''"*' worksheets and instruction on how to fill them out. 

a. the number of subjects used 

b. the type of validation used 

c. the type of revisions needed (if any), for all validation trials. 



• PRODUCT 

Thig job aid will result in a completed InBtruution Validation Recording Sheet for 
both Individual Validation Trials (IVR Sheet - Indivj and Group Validation 
Trials (IVR Sheet ^ Grp.) 



p OVERVIEW OF MAJOR STEPS IN VALIDATING INSTRUCTION 

Step 1, Seloet trainee for Individual Evaluation Trial 

Stop 2. Identify and record major '*bugs" in instructional material 

Step 3. Determine whether another trainee should evaluate the instructional 
material before any revisions are made 

Step 4, Repeat Steps 1 thru 3 until all major '-bugs'' have been identified 

Step 5. Record needed revisions 

Stop 6. Make revisions in instructional material 

Step 7, Determine if additional Individual Validation Trial(s) axe needed. If 
so, repeat Steps 1 thru 6 as necessary. 

Step 8. Repeat entire process for Group Validation Trials 



# WORKSHEETS USED 

The Tabh . on page M-57 and M-58 show a completed Instruction Validation Recording 
Sheet for both individual and group evaluation. 



Table M-6 



ISD HI S Vdliddto Initfuction 

(NSTRUCTION VILIDATION RECOROINO SHEET - INDIVIDUJIL 



i ' A r i iu ^ f I 7 ^ - "™~ ■ 111 = -. 



v-^ y^^irr 




f4f Vl^fKi^^ Hi ijiJiHf [) 



^Sf «^*4 / _ _ 



Table M-7 
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ISD III 5 V..lid.,tP In'^trurunr, 

i;iSTiiycTioi] mmim mmm mu - m^i 
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J^^V^.A^l < ^^^^ 
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iie nowdiarLs on 



d.^Ailn^l liowLtiarL IS t)ravi.l..d in IHD III n Inh \,VU-. n ■ "'-^'''y 
fl«w<-!wts, aJKlatin. Insu-u.uu„) "™pUv«wXuthpr^ 
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Wliar U the pxcce^s f/J x^cLCidcLtuig uutULLLtLOii a.LL abuiLa 

o DEFINITION 

- \'alif]aiion is Wu? fiiia! sIlm? in the Hysttuiiatir duhign unn (ii'ivluphu-ni ul an 
ifistrui'iioiial prnfrram. 

- it is n pruct^sH thai. iiKavaHCH thu prohabiliLy of siu^ci^Hsrul impbniontai on or 

a program by IMPROXMNCl, uKVirilNG. M( )l )i F ^1 NC; , and CLAliJK^ ; uh 
di'Hign anfl slrLiciurr' f)f*rQro the pniirram is i!s*'rl in tlip c'lassronm. 



o WHY VALIDATE: 

- Aftor all your harcl work you want to he >^ure tliat your pro^irarn works. You 
can incruaso the chunees of iiaving a KUccoHr^'Ml program of instruction by 
trying it our prior to implementation (fSD, Pnase V)._ Thus, you have the 
c.[)f}ortunity to revine your program until it achieves what you want it to 
aehitntv 



o WHEN TO VALIDATE: 

- You ean try out instructional material at any of the foilosviny points: 

1) After developing the first Hecjuence 

2) After dcneloping an ontire module 

3) Aftc^r d{^v(Moping the overall design of the material 
' 1 j A f t e r d e v e 1 o i n e t li e c » n t i re pro Lrr a ni 

— It is wise to start the vaUdatiDn procc^ss early in instructional development. 
However, validation can oeeur at any of the points listed above. 



WHA'i IS HVIPORTaNT 



■i-hv important point a; ,mi validation is that KEt.DBACK is olHainetl from 
c uscly ohSL.rv«l trainc. hor-)re an inHiructional procfram is taken into tliP 
('Inssrooni, ' ' ' 



HOW DOES VALiDATIOr HELP; 

Tiio valiciution process can help you eliminate problems that may oerur in 

iiw'v areas: " . - - i 



1) 



Cr.ARITY of your program is nuiximizi^d by making sure that: 
a) the languaK^' and reading level is geared to the Invel of the trainee 

for whom the program is Intend^ i 
bj the instructions are preciHO 
e) the material is logieal and sequenti;0 
<-U ihv sentence structuru is correct luui nn-aningruL 
2) iNd^KREST Ij;yKL of the student is determined 

a) (ioMH the material arouse euriosity— gain attention? 
i>i cloos it cause boredom, or apathy, or disinterest? 
^'Hl^SKNTAddONA I. FORM 

IS it a[)propriate and well paced? 

nviHl to improve visuals, diagrams, ciiarts? 

- cloes instructional sequence cover too much, nr not enough 
;zrf)Uiid for tliis level? 

- are more or less feedl)ack/reinrorcurs needed? 
--- an* tc^sts too easy/difficult? 



(I'/tCuC tic T jct histiLicUcn ycLUxkLttOL Rucotduig SlictUi 

J 'Vin^vi' art' iwo Insir'i'linn X'alidatit )ii ixtM^ortHn^ H-jm^i^ uschI with thin jnh aid: 
hbanu'MCHi X'aluiatmn lirf^oniin^ Hhtuu ^ liKiixidual {W'li SIuhA ^ Iiuiiv.) 
- instrnciion \'alifh' on R-(^urdinu HIuh'I ^ il. up {IVR Hhvvi ^ (irpj 

o Hu^ 1\'H Siirrl - (irp. 1^ ,511 tiu- ri-vrr^c side oi dir IVR Slu-a = indiv. 

?5 d'hi^ hiriinit'i N^ilidalKMi la'cordintj SluHns are availaldc^ i\r: duplii^ation in U;^' 
pCH^Krl at ihr vvni oi this iTiaiUiaL 

<^ Tu sri^ an rxamnU^ ni rfaiiphMfHl IXdi Shut'is, rc^fur to pa^e M-G and M^7. 



EKLC 



^ C'C)I :RSE MOS CODK and skill LKVKL clcHiKnation is ihv MOH anci skill 
. N'vrl lor whirh l\w instnk'liDiial malarial is Ihmiik dcvolopwi. 

- INSTUL-CnON; UNDLR ULVLLOi'MLNT may he an .ntin. .ours, modul.-. 
lesson, vie, l,l,at ynn ai.- wnH;,n^ on. It vim coiUam nun-f lhan mw mwv cf 
nisLrucUunal niatrrial. 

o INSTRUCTION BI^INC; VAIJDAT^ID may h. only one pie.e of inslructHmal 
rmu.|nal a Hlicie-tapo) ^rom the- entire course, maduUs vie. that is hmrw 

devc^luped. Sometinu^H, hosvover. Instruction IJndcT DPvHnpmont and InstrCrtion 
Uvmu VaiuKited ihv same thin^. 

- INi)IVlDUAL \^\LIDAT1()N TRIAL NUMBER rHrrs to the srH.afie prnduel 
vnu are vaiidainit^ at tin. time. WiUmi an individual trial, more than one 
tramee shnnld hr used to evaluate the mat(>rial befare revisions are made 
i-irh irauipe would be b'sted on the material individuallv in order to uuin 
inlurmaiion on what kinds of revisions are neeessarv T\w wcmld coii^ti- 
iuu^ TRIAL NUMBIOR L Afler revision, re nmde. m^w trainees mav be 
b'sted on the material fa-ain, they would . ^ tested individuallv) and^iew 
n-visions would be mdieab'd. d^iis wa)uld (M)nstilute TRIAL NiJAIHK]^ 2 

lii- prot.'ss would be eoutinued until you deeich^d that no mc)re LHetui^' 
inlnrmatiou eouhl be obLaimHl Irom further individual trials. 

Afiothtn^ way of hiokirif^ at thiK is: 




l^rial No. 1 



d'rainee 1 
Trainee 2 
IVaincH* 8 
Trainee 1 

etc. 



y Trial No. 



Trainee 1 
Trninee 2 
<He. 



'i'rial No. d 



L7T:. 



M*12 



2 



Exn mpie: 



TBD III H V^ii- in.tflKnnn 

INSTRUCTION VALIDilTION REbu JifiG SHEET - nimm 





..... ..^.^.p 
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W/iat cjacdcttiiei JwiLld be ao£Cucyed ui aanduataw 
vat-Ldatton u6^uig .i- Jcutrfu^tt: .tUcLt ^vcLtLuxttcn?^" 

o Cu.JDUCTiNG liMDiVIDUAL EVALUATIONS: 

1) During Lhe ,„dividual (.valuatiun of inslructional matonni, a ,im'\, traino. i. 
ciu...ly uhsem.d as he uses the material. Wherever the trainee has dimrullv 
nr seems uneertain, this sh..:ld be . fully nuleci. even ,r it eoneerns only 
one teaehing point. If the trainee ha» troui,le understanding or a,>plyin. 
■m. rule or nruunple. more than likely he wHl have dilTieulty in aeeonyiish. 
■ UK the behavior to which that rule or principle applie::. ' 

2) During the process of validatiun, it is very important that linth the instruc- 
tK.nal materials developer and the trainee understand their roles in the 
pro<^.ss. You should explain to the trainee that he is not beinf- evaluated 
t.ut the system ,s. Trainees need to be urged to participate actively and ' 
I'stKHKi as n.c|u,red. l! is through the feedback pr .vided by the tminee 
that you can determin, the adequacy of the m aiuclional materials You 
nuisL rememi.M ihat th.. failure of the tramc^e to perforin eo,npet,:ntly a, 
tins stage V a relT -lion on the instruction and nM >ho trainee; ' ' 

After the trainee has completed th.> unit of instruction and I he cril rion 
i'xammation, he should l,e encouraged to discuss any anwis in which 'h- 
nxperH.nceo difficulty. Several individual evaluation should be condu. lod 
liclore any significant changes are made. 



L3E OF INDIVIDUAL EVALUATION RESULTS; 

When certam error patterns occur during successive evaluations, it is an indication 



.^a nda d of pcTlormancc established for a particular criterion objective, the 
m. rue lon eading to that objective needs to be analyzed and rf4ised If the 
.nstruetional unit has to 1,.^ revised significantly, it would be best to ^onduc one 



or HK.. .ndividua, evaluations to chec, the results of LdmcaUc^ir^S^l^r. 
f U,e ,n tructional sequence is basically sound and requires only minor chanRes a 
Rroup validation can be started. (C^roup Validation is discussed later in the m.uuml,. 
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M,1S 



fom block 1 1 



Wto do(L6 Jim S/ieec = hldtV.iclLlILt tooh tlhP ^vlwn 
tJCLUunimL conductuLg e^ycLtwiUon ^(Laoulod ci 

ixampis;: 

fSD III 5 V„lid,,l,. Init,u,r;,r,„ 

INSTRUCTIOfl VALIDflTIOfJ RECORDING SHEET = INOIVIOUM 



^:/i£ ^ /CO 



M-16 



2' 



What a/LC soni^ mc.tdods -sad ^ui tlic uaUckLtLon p^oa(i6.6? 

Thprp iiTv II nunihor of mothncis t.hal may bo usui to obUiin various typv. of jrifor^ 
■nalion durint^ :\w valiciatinn nroross. The (IcvMsion to ivviho instrucUonn! unil.^ 
IS hmud an thosc^ runponsos. 



- VALiDATION METHODS: 

J ) 'VcsL^ To ubtaiH scores from Lhu Lraineos who am bciing used as subjects 
in tht* validation proooHS. 

- ThQW aru four goneral typOH of teslH: 

1 ) Kntry tt^sts 

2) PretcRtK 

^0 POHlLt^HLS 

4 ) Within-coursi^ IohIh 

I-aii ruH of incomni tost nisponKeH intiiratr the [iosKif)ili! v that insiructioi 
nialrriiil is not clcuir in particular iMi^m. H\mo each tf^Ht item is referiMic^t^i 
to a particular clement of a task, it is rolativoly easy to idcntifv the prol> 
lem area. 

- [Yc/p(^slti*st HcoroH allow you to (:ompute the learning gain achinvrd by 
the niateriab 

2) <hit^BUonnaireR: To collect data on the effectiveness of the format and 
content of the matcriaL 

- Questionnaires provide dirc'ct feedback from trie trainee on those areas 
which he feels need improvement. 

3) Attitude Scales: To collect data on the attitudes of the tniinees toward 
the instructional unit, 

- Attitude scales indicate whether or not the trainee was motivated by 
the instructional unit. 



2 
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1) Ijitemfnvs: Can be UNod instead of No. 2 (Questionnaires) and No 15 
(Attitude Scales) abovo, 

- Interviows provide an opGn=unded format whieii allow the trainees to 
express themselvos more fully. However, interviews an; usually more 
tmie consumuig than the othi r methods, 

5) Obj^tmn: To eoUecr data on those areas of the iustruetional unit that 
seem to be confusing to the trainee. 

- Y(Hir observations are the most important element in this procesn because 
ytuir impressions may form the basis o'' instructional revision. 



9,. ■, 

M-IS ^ W 



LiJlicU doQA lyR S/ieet - IndLvldLULt Cook tlkt w/ien m^tnod 
LUtd f^oi PvciliiatLon Ih 'icaoA-dcid In Spc^tJon IT 
^£c'cfe B? 



ISO ni B V.Ujdato InitrurThon 

'TeUCTION VMiD/ITIOM RECOilDING SHEET = IflDIVIOUAL 
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ilcuj do I cuucie a .^ampU of, ttcLLmns on ujludi to conauct 
an indLVKLdnrii tXijil vciUdatLon? 

'5 INDIVIDUAL TRAINEE SAMPLING: 

- Thu intlivitiual tminee Hhould he repn^siMitiU:vp of ihi, intandvd taryc.t populution 
rho trainees neluuhd for tho purposo of viuidation Hhould fall within the raiige 
of aptitudes, prior knowledges, skills, and baekground of the typical tarqet 
populution. 

- rhose trainees vvho are seleeted should possess higher aptitudes within the 
target population ran^e. If they have trouble learning the materiaL then 
oi)viously the matcTial would be too difficult for Un: less capable trainee. Also 
tiu- hiMhur^ aptitude traincM^ will he better able to rmint out wuak areas in the 
nu truetiona] unit. 

mat (/c'Ci lUR S/ieet ^ InciivlduxLt look Uk(i w/ie.u 
Scctcon U, Btodz C "TmliKKL and libSi'AucUoncLd 
PcxsonncC Lbcid" u iCUnd .in? 

Example: 

IHSIRUCnOH I'flLIO/lTIDr! i!ECO!]Oi:!G E:;:[T I[JD;V!COhL 
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to hiock 31 
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f>om W\ot:k 1*^ 




J da I p'LCpa^e UaLidaXior Rpco^iduig Fom^h [UR Fo\ms]? 

o The purpoHo of the lust trials is to collect infarmation about the trainec^s, the 
rna^erialK, and the proceciures. You must have a system for enlleetini^ and reenrd- 
ing the data so that deciBions nan be made based on the data. There is no point 
in (-olleeting partieular data unless you intend to use it. 

l^Hually you wlU nueU data such as: 

a) baekground information on the trainees 

b) results of pretests, entry leve! tests, attitude measures, and within-eourst* 
test items 

c) validator's comments to tniinees 

d) trainees' questions and remarks 

t^) length of time required on different parts of the instructional program 
f) results of posttest and interviews 

o Guidt*lines for constructing validation recording forms; 
— Attitude scales: 

A) Attitude scales are used to collect information about the trainee^s feelings 
toward the unit of instruction. The following are examples of th(^ type of 
question that you may want to ineiude: 

1) Did the activity help the trainee achieve the criterion on the 
learning ohjective? 

2) Did the trainee learn skills that he expected to use on the job? 

a) What did the trainee thmk about the activity's; a) level of difficulty, 
l)) vocabulary level, c) paces d) etc.? 

4) Did the trainee think that the activity was interesting? 

5) Did the trainee feel pressured? 

6) Would the trainee prefer a different type of instruction? 

7) Did the trainee think that the material was clearly presented? 

8) ETC. 



Bj 




2) 



the choicu;^ provide for positive, neqa 
along the scales. For oxamplu: 



tive nnd neutral positions 



rhis activity was: 



Too Siniplu 



Average 



Too Hard 



3) the items are counterbalanced (the reversing of positive and ne|ati 
poles on each successive item) to avoid response sets (the tendency 
to arbitrarily check off the same response when answering a list 

of questions). 

4) both the trainee and the scorer are able to tell which responses are 
positive and which are negative. 

Trainee background information: 

Examples of background information that you may want to gather about the 
trainee include the following; 

1) Trainee's name 

2) Trainee's grade 

3) Highest level of nducation 

4) Time in service 

5) Trainee's MOS 

6) Time in MOR 

7) Title of present job 

8) ETC. 



- Data Kathc^rod through observation: 

Vou aru the most important part of the ohsorvation prceoss. Your inierpreta- 
Lions of what you see when the trainee is engaged in the learning activities, 
become thc^ data which your decisions will he based. The following are 
Kom.o suggestions of what to look for when observing a trainee: 

1) How long does it take the trainee to complete the task? 

2) Dogs one particular area of the instructional unit seem to present 
a stumbling block to the trainee's progress? 

3) Does the trainee's attention seem to wiuvier, :n:hcating are..^ that 
may be boring or too difficult? 

4) What problems did the trainee encounter using the materiuL For 
instance, were instructions easily understood? 

5) ETC, 

Results of written tests; 

Besides looking at how many items were passed and how many were failed, it 
is important to look at tests results to see whether incorrect responses seem 
to group around one particular area of the instructional unit. That is, did the 
trainees consistently answer incorrectly the material dealing with one or two 
particular points. This information would indicate an area of the instrLetional 
unit that you may want to consi^ier revising. 

Data from interviews: 

1) The same type of infcTmaticni as was obtained through attitude scales 
may be gained through faci^4o-face interviews with the trainee. Roth 
techniques have tlieir atlvantages and disadvunlageh. 

2) The advantage of an interview is that the trainee can answer your questions 
in an open-ended style, He can give y m as much information as he wishes 
without the constraints of space provided on a pa?:is 

3) This cpcn^GndGd style of answering questions may then lead you to think 
of other questions you want to ask. 
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In LjiMUM'ai, the folluwinfi puitk^lines Hiioulu bu (oWov^vd \vhc*n fon = 
onhiruuting vaiiclating recorclin^ forms: 

■ ) Don't use terms or ask questions Libmit lopicA that your 
respondent will not know aliout. 

2) Make sure that any answer the responclent makes will h:\vo a 
elear meaning to you> 

3) Don't mk people to make unciesir.wHe ehoiees. 

= 0 Don I le ad y o ii r rt s \ m ^ 1 1 c 1 e 1 1 1 s 1 ) y w or!; i ni ^ t h i' it (.' ri i ^o Liu - v v* i 1 1 
know what answers you want, 

5) Make the item and the ehoiees short, and use simple* wortls. 

B) Make certain th item clearly specifies what you want the 
rpspondent to do. 

7) Don't ask respondents to do several things in one item. 

B) Don't ask for several kinds of information In one item.. 

M) Don't use tricky wording, espeeially dtnihle n(^^ativ(*s, 

10) Don't ask for fine distinctions, unless you know they will b(» 
rntMningful to your respjondents. 

11) Don't word your question in sut^h a way that the* balance ^-f 
responHes will unavoidably be in one direction (loading). 

12) Be sure yr- ,r answers are worded so that someone who disagn?es 
with you can find an answer presenting his sldi' of the issue. 



••v::. t^l.iCi. ! Li 
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may be ptc.SCiifCfif 

o WHO PRESENTS THE MATERIAL: 

- MattTL ;nay 1,.. presented by validation mmnmo] or by eour.<. uulrurun, 

11 presented i)y eourse inHtriictors, their ohservatioiis of ihe trainee's perfor,,,- 
am-e ean hyeome an imjinrlant pan of tiie vniid.finn nro.es'; if .-0,1 
!)reseniinK the material, you shcnild plan to reeord vour observations "if 
enurse snstriH-tcrs are i-resenting ihe Piaunai yuu sliouid reeord their 
oljservations, 

, o WHERE MATERIAL IS PRESENTED; 

- On an individual evaluation, material may be presented any plaee thai i. l>oth 
convenienL and has ihe proper equipmenf. This may he vour offiee or the 
aetua! site where eoutse instruution will take place (e.i;., elnssronm). 

^ HOW MUCH MATERIAL SHOULD BE PRESENTED; 

- On the nrst inrh.idual trial. pr-..nt all of the material to he validated ()„ 
suhs,.f|uent (rials, onee revisions have been made, vou may want to pr..sent 
"uly those parts of the instruetional material that has beim re-ised 
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itu'u hi :rp la 



EKLC 



LiJiui-t ti/pn 0^ .u^omcLtton mlgkt I -loao-td on die, li/R 
S/teeC - IndLvlduaZ, SiK^Uon 11, Bloak V? 

« Information gained from Uie validalinn prowss i« rcrarti.^d. iCxamnI,K uf ih. 
kind of itifnrmation that siiuiilfi br- ri'corded an- 



al 



areas of difficulty m undMstEindinR instriu'tional mat orial-.- K th<. voralni- 
jury level was too high for trainees, 

1') areas of diffirulty in Lhe way the mat(>rial wan presentt-d -e.g. the nac^e 
was loo last. 

ci eommentN of trainees' that lead you to believe that revisions sh.nild 

1)0 made-e.g., the material seenied to be liorinf;. 
d) ETC. 



WfuU doe.6 Il/R SliaU - hidiuldniil look Uizd Lvkm tlu 
^QALLtti 0^ ,t/ie ^vciiLuxZton a-ta ^iicondcd in 
Saction 11, Block V? 

Example" 

INSTMCTIOJl yALin^TlHr, ,. 




HolO do I d^zXid^vnine if, ciii LiddLtlcnaX -t^iauidc -ci nciidcd. 
:^:itliui a vatidntlon rtdau? 

o Your own }ud\xmcni Ihh'uiiuv- v«^ry inipGrtanf luTr. ThM drcusiun lo usu ancu.ier 
traifi-'o lu'iuvi' rcn'isions an* iiiacle nhould hi* baH.>ti on whotlu'r or not you ^ah: 
souif^ paiu^'ti U) tlu^ iy|H'j^ of rt'hi}unht'N ycni tire ^t'lUi^g, Once a paLterii has bren 
t'stablisluHi you an- Ui'tiing just abnui ihc Mnne inrnrnialioii from uat:h 

indivitb-ial) you can bugii^ to plan lor revision of nialtTiuL Usually 3-5 iraint*es 
per trihl (UHisliti.it!' a ^o^hI saniple. 

o Don't foryet, you are working with a "law of diminiHiung n^turns/' That is, 
niOrit inforni^itioii will he obtained from the first few trainees. Tlie results 
obtained froni testing many more additional trainees niny not hi-, worth the 
lime and effcin that in involved. 
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WIkvC doe.6 lUR Slictt - IndUildwiZ, S^aZlon 111 look 
Ltko. uikzn "No Re.v,u.loivi Weedetf .U A^caoxdzd? 

Example; 



^ F" E- 1/ f % ( ^ *nr^ fj 



0 > 1 
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Wlicit do(L6 TVR S/i(ict - IndLvLdiLCit Cock tikt Ldiai 
iuinmaftif oq xcqLLiAdd xavLsdons is xc.CQ-'idQd .in 
Sdcd^lon 111? 

Example: 
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OJliaX lUR Skdat - TucicacdaaX £uuk tikd to/icii datz 

^zvAA^on ^6 completed ^us ^teco^ded .in S^cocoh Tllf 

Exarnple: 
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Hate do L dttQ/ui]inz iA addLttoncLL vaZidcLticn ttiais 
CL'i nceAad? 

^ ' .u^nt.'rally , tlu^ cUHMsion as to whether additional liulivitiual ^^alifiaticMi Trial^ are 
..vM'cit^d will in- hasud on such cnnsidorations as: 

a. If the |)roviouH huiividual Validation Trial indieaLrii ihat no revisions WiTe 
noecicHi, then additional Individual ValidaLion I'rialH are not nef'dc^d. 

Ik I'h- previous validaiioii trial may liave diselused a ^'hue'^ whleh re(|uired 
immediate eorreetion. (i.e., you didn't even get through all the material.) 
In this situation you would need an additional Individual Validation TriaL 

e. A lai'ge number of revisions have been made as a result of the previous 
validation triah You will probably want to have an additional Individual 
X'alitiation IViul to deLuniiine that you have nni introduced new ''probleni^'' 
as a result of the revisions, 

(h Wiienover in doubt, eonduet another Individual Validation Trial, 
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froni block 28 



I 

i 
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SiiitJf GutiisiitiBi fur 



- Oii.iitl.nM (jspfatii Th* tiMji.FH piLJcpiluiei uieij ill .J yjiirUfujti fna! in wfiiEh 



to bItjck 32 



Wha^t gu.idQZin£4 ^koLLld fae ^o£.£oweci aoyiduct.lng 
vol^Ldatloyi lulviQ g/ioup t/UaZ e.va.tua^tLon? 



• CONDUCTING GROUP EVALUATIONS: 

— Tha reason for trying out instruction on a group of trainees is to determine 
iiovv that portion of the instructional system functions under conditions 
similar to the actual classroom situation. Too^ it is more economical to 
gather data concerning the effectiveness of instruction from groups than 

it is from individuals. Therefore, validation trials are expanded to groups of 
trainees as soon as Batisfactory results are obtained with individual triaU. 

^ At this point in validation, time becomes a factor. It is not sufficient that 
a trainee learns the material in an instructional sequence; the trainee must als< 
complete it within a reasonable period of time. Therefore, in a group trial, 
the time needed by each trainee to complete an instructional unit should be 
tabulated in addition to recording the accuracy of trainee responses. 

- Some effort should be maie to establish the maximum number of trials the 
trainee would be permitted in order to reach criterion performance. Trainees 
who are allowed continuous trials and still do not attain success become frus- 
trated and agitated. These behavioral reactions do not complement the trahiii 
effort. A remedial program with a new approach or smaller steps may well 
be the alternative, 

• USE OF GROUP EVALUATION RESULTS: 

The group trial should be a success because of the nature of the pro^ 
cedures for individual trials. It is likely that any instructional changes 
will be minor. As in the individual trials, if a segment of instruction 
undergoes a significant revision, another poup of trainees should 
be given the modified instruction until additional data is gathered and final 
revisions are made. 

— This cycle of teaching, testing, analyzing, and modifying is continued until it 
is proven that the trainees can perform to the level specified in the standards 
for the objectives. 
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hisiiuMHi*! ViihtJiiiirin 
MeriJnliiM) Shp«! Ctui 
(IVH fiNi/t GifiKii 



1 ifiviv sillr iif 



to l)IOck 33 



Hjkout doQJ> lmtMJucM.OYi yaMdcuUon Sk2.tt - Gn.oup 
{lUR Ske.2X = G/Lp) look tlks, wkm SecttoKi I 
kcu be.e.n compte,ttid? 

Example: 



ISO 


1115 Validate Instruction 






iNSTRUCTION VA 


LIDATION RECORDING SHEET - ( 


IROUP 
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StCflOfci ii fvALUATiDhS hV GHfiuPs Of JiUiNMS — ^ 
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from block 33 

HeCflfij 'KU P*fii)<in»i 

|S*Cti.Jr-i 11 Bi„tk A, 
iVH Jhtel Q.g] 



to block 35 



What doU IVR S^eet - Gxp look Hke. Mhm peMonmX 
aondacXing gvaZujoXlon hou been /Lk^:nn.de,d J,n 
Section II, Stock A? 

Example: 



ISD in s Validate InitructiQn 

IHSTRUbnJN VALIDATION RECORDI IG SHEET = GROUP 
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from block 34 

Mi"!nutl!i! iij I* Ut?fi Hi 
l«.<li(j|iiii'< 
\':kr.\<,uKfl. Bliia B, 
IVHShi;*-t Gipl 



TfliJ iJliiijiil.Kl tllfifiiJlIU) ilWll .li U(,]5ii3 Vji!lli!i|)l! hhifs J,F Ifli! tlitlMJiiiii 

l5ui?l!iii;iiij,rF-? til.iiSfVjhiiii 
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Example: 



ISD III S Validnti, Inst 



INSTRUCTION VALIDATION RECOfiDING SHEET - GBOUP 



iff Tfi3i>* ! eOi_Ml5F DESCMIPTiDH 

'--^"^ fSP 



HGtiOH M tVALiJfttiQhis ay groups y^-rwtJjrJLU 

A M;tJ 0,.>.iuM-.-.i f,*i„lim^. 
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^itei/Ki£i»fd Ciriiup \a 
in Uaa irt Etiluiliu'1 
I^him li. fiiDck L. 
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aonducX a g/ioup tnXaZ vcitidaXMon? 

® GROUP TRAINEE SAMPLING: 

^ The traineeB selected for this phase of validation should alyo repreBent the 
target population. The selections should include an even distribution of low, 
average, and high aptitude trainees. 

= Up to this point, the success of the system may have been a result of limiting 
trainee sampling to those with the higher aptitudes. Now you need to see if 
the same instruction is just as efficient in teaching trainees with leRser ability. 
Trainees with lower aptitudes should be able to accomplish the assigned 
learning tasks, though it may take them longer to complete the sequence, 
complete the sequence. 

Wkat dou It/R Sk^gt - GHp. took £.ifee wkm Sectcon 11, 
Bloak C, ''7'>ia^nee6 and lyu^^uc^t^omZ ?2A6onneZ 

EKemple: 

ISD II! 5 Validate Iniiruclien 

INSTRUCTION VALIDATION RECORDING SHEET - GROUP 

















ifcngM n iWALUAfidNS bv ghQufs op fHAiNffl 
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Hoiv do I p/iepo/ie yatida.tLon Rmon^dtyig Fo /am 

® Thu guidelim^s given on puKes M=21 Uirough M^24 of this manual for prepann^ 
Vfi Forms f(^r individual Lraint*Hs aino ap|)iy to Kruu|)H of traint?':s. 

0 In addition, you will proba[)ly want to prepare a form that wil! enable you to 
see at a glance which areas of X\w unit of instruction are causing difficulty for 
your group. This would pruhahiy take the form of a ^umniary table. It wouJcJ 
need to convey the following types of information: 



1) 



ramees responses 



2) 
3) 

5) 
6) 



KTC. 



Number of trainees making a pai-ticular respDnHe 
Number of questions 

Number of trainec^s passing each question 
Number of trainees constituting each group 



For EKample: 



OA I A ^jUff^^f 
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ttonal matoMMt duA.lng g/Loap vatidaZlon ^PlIo^U? 

^ For administration of Group Validation Trials you should duplicate the actual 
instructional situation as nearly as possible. 

Use instructional personnel vvho will normally give this particular instruction. 
Use the actual instructional setting (i.e., classroom, lab, etc) 
Have all equipment, tools, ate. availahle. 



1, 
2. 
3. 
4, 



To the extent possible have available all auxiliary material (handouts 
slides, displays, etc). 



The personnel conducting the validation trial (you) should try to maintain a 
low profile. You do not want to innuence the outcome of the validation trial. 
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Wfi^t dou IL^ Skt2.t - GKp. look t^fee a;/ten /Le4tttt6 

Example: 



***** _5?£ ^Af^ L |__ 
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10 block 43 



Wow do I deieAmcne .t^ an addUional g/Loup tvalaaUo 
fKLvlM'Loyu, OAQ, made.? 



n 



In general, you should follow the same guidance as was given for Individual 
Validation Trials (page M-28). Usually you will not require very many Group 
Validation Trials before a revision is made. Consider the following: 

1. If a problem is disclosed that effect a large percentage of the trainee 
group you can be fairly certain that this is indeed a problem for the typical 
trainee. You would not need additional Group Validation Trials to con- 
firm the existance of the problem, , 

2. If only a few trainees in the group have a specific problem with the instruc- 
tion you might want to consider having the instruction administered to 
another group to determine that revisions are indeed called for. 
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LOlicLt do£4 im Slmr. = G/Lp. look tike u)km ''no 
n.e.vl6ion needed" l6 AtaoAdid In $e,cMon III? 
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WliLLt decs lim Skii^Q^t - G^:p 
Sunmn'iu r f /mm-/; lowi ( s 

EKnmple: 
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W/iat dou lUR S/ieet - G^n.p, looiz tike, w/ieii -t/ie date. 



,cw Sec^oji in? 



EKample: 
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Hoijj do I deteJunlnt 1^ add6tco>i^c gwup va^tidation 
tnAxiLs aAiZ ntzdtdl 

T\w duciHion prucusH for diat^rmining whetiic?r adcUtional <rroup valiclaiion irials 
tin' needed is similar Ln that for Inclividua] ValidaUt}n Trhils for vanvvn\vm:u. 
It is repoaLuci, in pan, herih 

o (ionorally, the decision as to whether additional Group Validation IV-als are 
needed will be based on such eonsideratlons as: 

a, ii llie previous Clrau[i VaHdaiiun Trial indicated LluiL nu revisions wim\? 
needed, then additional Group Validation Trials are not needed. 

^ The previous validation trial may have disclosed a ^Miug^^ which requirt-d 

immediate correction, (i.e., you didn't even get through the entire muteriuL) 
In this situation you would need to have an additional Group Validation 
TriaL 

c. A large number of revisions have been made as a result of the previous 
validation trial. You will probably want to have an additional Group 
Vahdation Trial to determine that you have not introduced new '^prohlems" 
as a result of the revisions. 
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Wkcut l6 the. Impo/imnae. oi p/KipaJUyig aonmmits ^a/i 
people. LW/i(zLng in otlicl 5-tep-6 o< thd instMLctioncit 



o In order for the Instructional Systems Development process to work effectively 
it h impc»rative that thnro be forward and haekward conimunicalion betv/rcu 
the people involved in the process. At some time or other you have prohiihly 
complained about the input that has been provided to you, SomeLimes, you may 
have had to work that should have been performed in previous Hteps. 



IT IS IMPORTANT THAT YOU FEED THIS INFORMATION BACK 
TO THE APPROPRIATE PEOPLE SO THAT REVISIONS CAN BE 
MADE TO EFFECT IMPROVEMENT IN THE END PRODUCT. 



in your research for this step of the instrucLional Systems Development proceBS 
you may have discovered additional information that you think may be useful 
to people who will be working in steps that follow this one. If so, it is equally 
important that you pass this information on to appropriate people. 



REMEMBER, COMMUNICATION WITHIN THE INSTRUCTIONAL 
■SYSTEMS DEVELOPMENT PROCESS IS CRITICAL FOR EFFECTIVE 
INSTRUCTIONAL DEVELOPMENT FOR SUCCESSFUL MISSION^ 
ACCOMPLISHMENT, 
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A r(.[iy n( [hn isi) t '( X )RI )1 N Al'ION SHKK'l^ can hi^ (i)uwl in llu' iio(-kr'i at 
I'lhi ol Liiu iHunnai. Mak?^ ^urri^at'liL rtjpirs to t-nalih^ ynii lu ht'ial unn to 
s'vary indUHlua! ^.aui rDiHinunirair svuii - plus cuimis fur > niir rrcoj-fh:. 

< 'ni]-]] |.^T M I n f 'Mf \ P j \ p ; * aa ( v^; ^ ? ; I.M/a' : a ' ; ; - ; --^ ' ^ ■ ■ • , 

iiHlivuiuai aiai atta''h fuu' ropy If) the in^triuMion \'a!iflatu)n i{<na)rd]n[i 
Siiaat ( 1 \ li Shi"'} 
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